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Thi-s teaching guide is designed for use in 
implementing thfe first level of a comprehensive: entrepreneurship 
curriculum entitled: A Program for Acquiring Competence in 
Entrepreneurship (PACE). Designed ior use with secondary students, 
the firstj level of PACE/cronsists of 18 lessons that introduce 
students to the concep>a involved in entrepreneurship and help them 
become aware of entrepreneurship as a career option. The guide 
, contains the following materials.: an introduction to* PACE, 
instructions for using the program, its objectives, a description ot'J 
the program's going-into-bufeiness pr^oject> teaching outlines, for eac^ 
of the program's 18 units, transparency masters, hanctouts, model 
activity responses, model assessment ' responses , and a list of 
selected curriculum resources. Included in the teaching outlines are 
series of objectives and teaching suggestions for conducting lessons 
on the following topics: understanding the nature of small business, 
determining one's potential as ^ai^^entrepreneur , developing a business 
plan, obtaining technical assistance, choosing a type of ownership, 
planning for marketing strategjr, locating the business, .financing the 
business, dealing with legal issues, complying with government 
regulations, managing the business, managing human resources, 
^"-omoting the business, managing sales efforts, keeping business ^ 

cords, managing finances, managing custodier credit aad collections, 
d protecting the business.. (MN) 
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THE NATIONAL QENTER MISSION STATEMENT 



The National Canter for Research in Vocational Education's mission js to increase the ability of , 
diverse agen^jji^, institutions, a(|d organizations'to solve educational problems relating to 
individual career planning, preparation, and progression. The National Center fulfills its mjssion 

• Generating knowledge through research 

/• . Developing educational programs and products 
I • Evaluating individual program needs and outcomes. 
• \ ' • Providing information for national planning and policy 

• Installing educational programs and products 



• Operating 4nformation systems and services 

• Conducting leadership development and training programs 



For furt^her'information contact: 

Prograim Information Office . 
National Center "for Research • 

in Vocational Education 
The Ohio State ^University 
1960 Kenny Road 
Columbus. Ohio 43210 
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' TeJephorae: (614) 486-3655 or (800) 848-4815 
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FOREWORD 



Traditionally vocational education has been geared primarily to preparing students for employment— 
to preparing employees. Yet there is another career path available; students can learn how to set up 
-and manage their own businesses. They canbecome entrepreneurs. Those adults who have already 
' become entrepreneurs can learn the skills necessary to make their businesses thrive. 

Vocational education, by its^very nature, is well suited to developing entrepreneurs. It is important 
that entrepreneurship education \ie developed and incorporated as a distinct but integral part of all 
vocational education program areas. A Program for Acquiring Entrepreneurship (PACE) represents 
a way to initiate further action in this direction. . 

This comprehensive entrepreneurship curriculum was originally developed h^^e National Center 
for Research in Vocational Education in 1977. PACE has been available for several years in its 
original form. Testing and feedback from the field, as well as need for' updating, were the reasons 
for this revised edition of PACE. The revision of this program is testimony to the dynamic nature 
of the body of knowledge about entrepreneurship . 

The strength behind this entrepreneurship prograin is th^ interest an/ involvement of the following 
educators and entrepreneurs, the revision authors: ' " 



Author 

Dr. James Burrow 

♦University of Northern Iowa ^ 

Mr. Gary Bumgarner 

Mountain Empire Community College 

Mr. Richard Clodfelter * 
Virginia Polytechnic Institute 

Dr, Rod Davis 

Ball State University 

Dr. Vivien K. Ely 

Virginia Commonwealth University 

Ms. Lee'Hakel 
^ Organizational Research and D^elopment 

Dr. Donald Kohns ' . 
University of North Dakota 



PACE Unit 

Planning the Marketing Strategy 
Promoting the Business 

Complying with Government Regulations 
Locating the Business 

Managing the Business 
Protecting the Business 

Financing the Business 
Managing Human Resources 

Developing the Business Plan 
Obtaining Technical Assistance 

Managing Human Resources 



Managing Customer Credit and Collections 
Managing the Finances 
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Author PACE Unit 

Dr. Carolyn G. Litchfield Dealing with Legal Issues' , 

Memphis State University * Keepmg the Business Records 

Ms, Patty Russell Determining Yotir Pptential ^as an Entrepreneur ^ 

Patty Russell Marketing Medija Company^ Understanding the Nature of Small Business 

( 

Mr. Dan R. Spillman . Choosing the Type of Ownership ^ 

The Ohio State University Managing Sales Efforts 

Special recognifion is extended to M. Catherine Ashmore, Reseaich Specialist, arfd Sandra G. Pritz, 
Program Associate, who directed this effort. Appreciation is also expressed to Linda A. Pfister, 
.Associate Director, and to the many National Center staff members. and consultants who.assisted 
on the project. * ' • ^ 

We appreciate the extensive efforts of all involved in revising PACE to reflect the most comprehen- 
sive approach available for entrepreneurship education. The possibilities for use of this curriculum 
at thrge different levels of experience add further challenge for leadership among'vocational educa- 
tors at the secondary, postsecondary, and adult levels. 



Robert E. Taylor 
Executive Director 
The National Center for Research in 
Vocational Education 
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INTRODUCTION TO PACE (Revised) 



A Program for Acquiring Competence in Entrepreneurship (PACE) is 'a modvilarized competency- 
. based program of instruction. PACE evolved out of the need for new materials to assist in the ' 
, development of entrepreneurs and the need for a flexible and adaptable program geared to a variety 

of stydent requirements, edacaSonal settings, and stages of individual career development. Several . 

premises influenced the development of PACE: 

I. Entrepteneutship' education fs basically lacking in our schools. The entrepreneurehip education 
that does occur is infused into existing courses and' programs in the vocational disciplines. 

' 2. Generally, educators prepare individuals to be employees, not employers. There is a need for a 
program to help educate students to be employers. ^ 

3. Career education has donfe little to acquaint individuals with entrepreneurship as a career * 
option. 

j. The content of an instructioilal program must b^ based on research rmdyigs. 

5. Certain learnings are generic and basic to entrepreneurship regardless of the type of business. 
, There are also some specialized tasks Required by each type of buaness. 

6. Training to be an entrepreneur includes preparation in three major areas: (1) awareness of 

• what it takes to become an entrepreneur, (2) knowledge of what is needed to establish a busi- 
ness, and (3) application of entrepreneurship principles to organizing and managing a business. 

7. Established and available instruqtional materials from governmental and reputable commercial 
publishers provide the major resource for day-to-day classroom instruction. 

8. An instructional program is useful only if it is flexible enough to be used in a variety of learn- 
ing settings.* > - . ". 

■ 9. Instructional materials must be adaptable to a variety of teachingAeafning styl^. 

10. A viable instructional prograSfrncludes materials adequate for instructor/student planning, 
and also resources for student learning. 

II. Learning is best accomplished when it is a process of progression from the simple to the com- 
plex and when it meets present student needs. 



ERIC 



8 



Each leveJ of PACE has a set of instructional units. The units deal with a competency or a set of 
comp^encies. Each unit is learner centered with opportunities for instructor enrichment and 
facilitation. All units are self-contained and are independent of each otHer.,They are, however, 
sequenced in a logical progression of topics for a person considering entrepreneurship. All units 
follow the same format and include th^ following: 

• Objectives - ^ " 

• Preparation 

• Overview 

• Content 

• Activities ' , 

• • Assessment 
I 

• Notes and sources 




PACE is Available at three levels of learning. Each level progresses from simple to complex concepts. 
The three levels of learning pattern is based on the belief that student achievement is greater when 
learning is sequenced from basic, fundamental concepts to more advanced, complex skills in an 
organized fashion and when it meets the present needs of the students.'The three levels of PACE 
are described in the following chart. 



Three Levels of PACE 

Level 1 An introduction or orientation to entrepreneurship topics; allows students to 

become familiar with the concepts involved and to develop an awareness of . 
entrepreneurship as' a career option. ^ 

Target audience: secondary lev6l 

Possible settings: vocational programs " , ' 

career education courses * - ... 

Length of units: approximat^y one hour of class time 

Reading level: 7th grade , 



Activities: short-term applicatioji activities 



Level 2 An opportunity to learn.'about and^try out entrepreneurship ideas^nough to 

make a preliminary assessment of how they relate to personal n^e,ds, Knowlgdgef 
oriented; detailed explanation of the principles. Planning oriented; how to find ^'^ * 
information and upe techniques. Venture oriented; encouragement for dreaming 
about or for creatmg a possible future business. ^ , 

Target audience: advanced secondary level 

beginning postsecondary level 

adults without previous knowledge about the area 



Possible settings: vocational programs 

adult education classes 

all occupationally oriented courses 




Length of units: 
Reading level: 
Activities: 



approximately two hours of class time 
9th grade 

applications using existing businesses as sources of information 



^ Level 3 



Emphasis on policies ^nd strategiestor managing your own selected business; skill 
building; planning in detail and preparing for implementation. Assumes previous 
knowledge and experience. u ■ ^ 



Target audience: postsecondary level . , 

advanced secondary level, 

adults wanting training or retraining for application 

Possible settings: all occupationally oriented courses 
continuing education 



Length of units: 
Reading level: 
Activities: 



approximately three hours of class time 
10th grade 

actual application of a business plan 




HOW TO USE PACE 

Although 'PACE is designed in individualized competency-based units, the depth of your students* 
^ experience with the program will depend to a large extent on the facilitation and enrichment yo|i 

can provide. The materials ^ovide fpr flexibility in implementation-t>nly you can decide how to 
.us&them to best meet theneeds otyour students, individually and as a groups ' 

Since PACE is available at three* levels (described previously), you may have chosen one or niore 
levels for your classroom. If you have individuals in your class who are not ready for the level(s) 
you have or who could go further, you will want to provide supplementary assistance. Additional 
resources listed in the Instructor Guide and in the Resource Guide may be helpful. 

It would be a good ide^ at the outset to go over the Resource Guide *s directions on HOW^O USE 
PACE wfth your students. Here are some supplementary notes for you, based on the materials pro- 
' yidedin this Instructor Guide: 

• Use the objectives as a pretest. If a student feels able|o meet the objectives before using the 
unit, ask him or her io read the assessment questions and do a self-assessment. Afterward, if 
the student feels prepared, go ahead with the assessment. 

• Duplicate the glossary from the Resource .Guide to use as a handout, if you wish. 

• Use the teaching outlines provided in this Instructor Guide for assistance in focusing your 
teaching delivery. The left side of each outline page lists the objectives with the corresponding 
headings (margin qu^tions) from the unit. Teaching suggestions for these topics are listed on 
the right side wherever the authors had a suggestion to include. Space is also available for you 
to add 'your own ideas. ^Try to intreasp student involvement in as many ways as possible to 
foster an interactive learning process. 

• Use the transparency masters to help lead class'discussions as desired. 

• When your students are ready to do the activities, assist them in selecting those that you feel 
would be the most beneficial to their growth in entrepreneurship. Help your students find out 
if their responses to objective types of activities are correct. Model activity responses for these 

. have been provided wherever possible to assist you. . , 

* 

• Assess your studaits 'on the unit content when they indicate that they are ready .^ou may 

, choose written or verbal assessments according to the situation. Model responses to the assess- 
ment questions are provided for each unit. While these are suggested responses, others may be 
^ equally valid. Give your students guidance on whether thfey should go on to another unit. 
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GOING INTO BUSINESS 



A comprehensive project is provided to integrate all the topical units, and you maysadsh to involve * 
students in the all-units project as they move along through th^ units. This enhances the continuity 
of the program, Anotheralternative is t6 let this jyroject be the culminating experience^at the end 
of the program, which tends to reinforce retention of all^th^ topical areas and to encourage multi- 
topic application of the skills learned. 

The last portion of the Instructors' Guide provides a list of selected curriculum resources which 
are available to use as a supplement to FACE (Revised). 

* 

* Your implementation of PACE in your classroom is an important step in increasing the available 
options for your students as they plan their futures. If they choose to pursue entrepreneurship, 
they will do so with a heightened awareness of what it entails, increased knowledge and skills to 
guide their efforts, and a solid basi^for managing their businesses. 
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OBJECTIVES OF PACE (Revised) 

/ ' 

Unitl • Understartding the Nature of Small Business 

1. Define a "small business.** 

2. Identify the different types of small businesses. 

3. Describe how small businesses contribute to the Ameritcan way of life. 

4« Describe what role small businesses play in the American economic system. 
5. Identify the major factors contributing to th^ sucq^ss of a small business. 

Unit 2 • Determining Your Potential as an Entrepreneur * 
1. Define entrepreneurship. ^ . 

% Recognize the personal qualities and skills needed to be a successful entrepreneur. 

3. Compare the advantages of owning a business with the advantages of working for someone else 

4. Assess your own ability to be a jsuccessful entrepreneur. 

Unit 3 • Developi^^he Business Plan , 

*" * 

1. Identify the reasons for planning for entreprenpurship. 

2. Identify the components of a business plan. 

3. Complete a business plan worj^eet. ^ . • ^ 

Unit 4 * Obtaining Technical Assistance 

1. Discuss how technical assistance can help the entrepreneur. 

2. Identify the types of technical assistance needed by the entrepreneur. 
,3. Know where to find technical assistance. 
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Unit 5 • Choosing the Type of Ownership 

1. Describe sole proprietorships, partnership^, corporations, cooperatives, and franchises. 

2. Identify examples from your own community of each. of the types of business ownership. 

3. Describe the advantages and- disadvantages of.proprietorships, partnerships, corporations, 
franchises, and cooperatives. ^ ^ 

Unit '6 - Planning the Market Strategy 

1. Discuss the economic concepts that influence marketing decisions! 

2. Identify important marketing activities. 

3. Explain how marketing aids business people and consumers. 

4. Define the terms "target market** and ^marketing mix." 

5. Summarize the steps to be completed in developing a marketing plan. 

Unit 7 - Locating the Business 

1. Explain the importance of selecting the right business site. 

2. Identify factors to be considered when selecting a business site. 

3. Determine advantages and .disadvantages of different typ^s of business locations (isolated, 
central business district, neighborhood, shopping center, etc.). 

4. Describe terms of occupancy contracts for a business. 
Unit 3 - Financing the Bu$iness 

1. Explain the importance of financing in the success of a new business. 

2. List the different types of costs that must be considei;ifd'when starting a new business. 

3. Explain the t^o major methods of financing a new business. 

4. Identify the various sources for obtaining financing for a new business. 

5. List the financial statements that should be included in a business plan. 

1 
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Unit 9 • Dealing With Legal Issues 



1. Descjribe why a basic understanding of legal issues is importaat^i^^the small business owner/ 
manager. ^ • 

2. Define the term "contract/* ' ^ ' ^ \ 

3. - Identify the conditions that call for a written contract. 

I, 

4. Name and describe the five essential components of a contract. 

Unit 10 • Complying With Government Regulations , < 

1. Summarize the importance of government rules and regulations to the individual entrepreneur. 

2. Qassify legislation according to whom it is designed ta protect. • 

3. ^plain at least three types-of federal, state, an^ local taxes affecting small business. 

.Unit 11- Managing the Business . ^ - * 

1. Explain the role^f management in operating a business. 

2. List the st^ps involved in the decision-making process. ^ 

3. Define and explain the functions of management. 

4. Identify rewards and problems of the management role. 



Unit 12 > Managing Human Resources 
' 1. Define human resource management. 



2. Explain the importance of hum^n resource management as it relates to the success of a 
business. , 

3. Identify the various responsibilities that make up human resource management. 
I 4. Describe^the obligations employers have to employees. 

\ - ■ 

Unit 13 • Promoting the Business 
1. Define the concept of promotion. 

. 2. Compare the major methods of promotion used by small business^. 
3. Descrij>e the relationship. between promotion and other business (feeisions. 
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* 4. List the decisions that must be made when completing a promotional plan. 

5. Justify the importance of a public relations program for a small business. * 

Unit 14 - Managing Sales Efforts 

« 1. Discuss the role of selling in different types of small business. ^ 

2. Define selling as stated by the American Marketing Association. 

3. Describe what salespeople need to know about their customers to be successful at selling. 

4. Describe what salespeople need*tQ know about themselves to be successful at selling. 

Unit 15 - Keeping the Business Records 

1. Identify the reasons for keeping business recorcjs. . 

2. Identify tlje elements of a sound recordkeeping system. 

3. Describee the difference between a single-entry recordkeeping system and the double-entry 
system. 

4. Describe the uses of the checkbook in recordkeeping. 

5. Identify suitable recording forms for accounts, receivable. 

6. ^ Reconcile a bank statement. 

7. Develop a simple recordkeeping system for payroll recbrds. 

^ ' ■ , ' ' 

Unit 16 • Managing, the Finances 

1. Explain the importance of financial management. ^ 

2. Describe the companents of a balance sheet. 

3. Differentiate between current and fixed assets-current and fixed liabilities-. 

4. Describe the coriiponents of a profit and loss statement. 

5. Identi(y methods for calculating selected financial ratios. 

6. Identify sources of financial ratio data. - ^ 

^ 7. Identify the activities associated with electronic data processing and financial analysis. 
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Unit 17 - Manapng Customer Credit and Collection 

1. Identify reasons for offering credit. * * ^ 

2. Consider basic policies to use for credit and collections., 

3. Determine your own rules for deciding about people who apply for credit (3 **C^s".of Credit). 

4. Identify features of credit card plans. 

5. Identify basic types of direct credit plans. ' 

6. l3etermine"how you can use- a cost/benefit analysis for direct credit and credit card plans. 

Unit 18 - Protecting the Business ^ ^ 

1 . List the most common types ot business crime^ ^ 

2. List other types of risk faced by entrepreneurs. 

3. Explain the need for protection against such risks. ' i 

4. Discuss what entrepreneurs ^can do to protect themselves against risks and the losses th^y may 
cause. 
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GOING-INTO.BUSINESS 
PROJECT 
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Note to Instructor: • • , . 

This section contains a project designed to encourage the .student to apply the competencies 
gainedat this l^Vel. It could be used by individual students or^oups as a final entrepreneur- 
ship evaluation. 

/ ^ , 
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- PACE PROJECT 
Level 1 



Have you ever had an experience with a project that helped you make mon^j? jn a new way? Many 
of us have tried to run a lemonade stand, sell caildy to make monei^ for our school, or worked on 
some other project that involved selling a prbduct. Did you realize you were an entrepreneur? You 
use the same types of skills in any money-making project as^^trepreneurs . . . and you must answer 
many different .questions before that project can be siiccessful. 

First think about all the kinds of entrepreneurshiiyyou could be part of before you are an adult. 
These activities are good ways to ]earn whaf works and how to do it before you are an adult whose 
paycheck depends on knowing these things. Which have you already done? 

At home or in your neighborhood you might hate— 

I 

• set up a stand to sell food or drinks, 

• offered your Services as a babysitter, ^ 

• run eprands for elderly neighbors, 

• cut grass, * 

• shoveled walks, 

• organized a neighborhood party, 

• made doll clothes to sell. 

At school you might have— 

• organized a school dance, 

• sold candy, ^ 

• sold baked goods, 

■ • worked on a newspaper, , \, , ' 

• run a school supply store, 

• sold the services of your vocational program.. 

Congratulations-7ou have already been an entrepreneur. Could you have been more successful? 

Let's think about one of these types of activities in the same way that a successful entrepreneur 
would. Answer these questions about an activity you have done already, one you are. doing now, or 
one you would like to do this year. 

After truthfully trying to answer these questions, you may be able to see why you have been a suc- 
cess or a failure in organizing a new business activity in the past. Keep these questions handy for 
the next "great idea" or opportunity lliat comes your way. You may be^he next Henry Ford of 
our century; * » 
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Understanding the Nature of Small 
Business ^ 

What is the entrepreneurship activity 
you have chosen? ^ 



Vjhy is this activity important? 



Why will this activity be successful? 



2. Determining Your Potential as an 
Entrepreneur 

What problems might you have in 
making this activity successful? 



What are your personal reasons for 
wanting to start this activity?" 



What are your personal skills that 
will make you successful in per- 
forming this activity? 
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3. Developing the Business Plan 



list the things you plan to accomplish 
with this project. 
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4. Obtaining Technical Assistance 

What kind of outside help do you 
need to get this project going suc- 
cessfully, and who can provide it 
for you? 



Who is going to help you perform 
this activity and what will their 
roles be? 



5. Choosing the Type of Ownership 

Who will get the profits fro'm your 
activity? 



When will the profits be shared? 



6* Planning the Marketing Strategy 
Who will be your competition? ^ 



, Who will buy .your products or 



services/ 



Why will they buy? 



What price will they pay? 



How will you tell them about your 
products or services? 
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Locating the Business 

Where will you operate this 
activity? 



Do you have enough space? 



Can your customers find you? 



8. Financing th€ Business 

How much money do you need to 
start this activity? 



Where will you get this money? 



How will you use the money you 
earn? 



9. Dealing with Legal Issues 

Are there any laws you must follow? 



Will you write any contracts? 
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10. Complying with Gbvemirfent 
Regulations ' 

Will you have to pay taxes? 



Are there any government agencies 
or permits you must know about? 



11. Managing the Business 



How will you solve problems? 



What is your organizational plan 
for everyone who is working on 
this activity? 



12. Managing Human Resources 

4 

How many people will work for you? 
4 



How will you train your employees? 



r 



Promoting the Business 

What will you tell customers about 
your products or services? 



How will you be sure that your 
potential customers know about 
this activity? 



How much will it cost to tell your 
customers these things? 



\ 



14* Managing Sales Efforts 

How much money do you plan to 
earn each week? 



make this activity successful? 




How wiHLydu find new custort^ers? 



15* Keeping the Business Records 

How will you recQrd the $ales you 
make? 



How will you record the expenses o 
your business? 



How will you keep track of the 
products you have not yet sold? 
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16. Managing the Finances 



How i^ill you handle your money? 



How will you pay those who are 
helping you?' 



How can you be sure you are 
charging enough to make a profit? 



How will you know this activity 
has been successful? 



17. Managing Customer.Credit and 
Collections 

If you allow anyone to use credit, 
how will you handle this? 



Why should you allow a customer to 
use credit? 



r 



18. Protecting the Business 



How will you be sure that you do not 
lose products or money? 



ERIC 
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TEACHING OUTLINES 



C 



1 



Note to Instructor: ^ ^ 

This section outlines the module content. It contains the module objectives, basic Qontent 
detail, and teaching suggestions. Each outline can be used as a brief overview to introduce 
the individualized modules, or as a basis for further development of an entire lesson. 
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Unit 1 
Level 1 



UNDERSTANDING THE NATURE OF SMALL BUSINESS 



Objectives . , » 

r 

What is this unit about? 

DEFINE A **SMALL BUSfNESS/? 
What is small business? 



Teaching Suggestions 



What part did small business play in 
"our history? 



What is the place of small business 
in today's society? 



2. IDENTIFY THE DIFFERENT 
TYPES OF SMALL BUSINESSES. 

How does the SBA define small 
business? 



r . . ■• 

3. DESCRIBE HOW BUSINESSES. 
CONTRIBUTE TO THE AMERICAN^ 
WAY OF LIFE. ^ 

How does small business contribute 
to the American way of life? 



The student is being introduced casually to the pure 
definition that re^s in the economic structufe. Dis- 
cuss the different kinds of businesses, showing that 
they are individual enterprises. An excellent sAurce 
by Malcolm P. McNair is The Case Method at the 
Harvard Business School. New York: McGraw-Hill' 
Book Company, Inc., 1954. . 

Ask if any student has a relative who is an entrepre- 
neur* Have the studpt tell what contributions that 
individual has m^de to!< neighborhood, city, society . . 
share local **^]i^ess stories."^ 

Ask students what they've heard about the bad side 
-of small business. Ask for a "good news" story of - 
contribution and accomplishment. In entrepreneur- 
ship, the entrepreneur is faced many times with 
ethical trade-offs. Not all entrepreneurs will always, 
make the good, long-term trade-off decision. Jeffery 
Timmons' book,iVleu; Venture Creation, has an excel- 
lenf chapter on personal ethics and the entrepreneur 
starting on page 323. (See source reference.) 




Use 'the chalkboard pr an omhead to picture the 
flow of goods from manufacturing through the levels 
of wholesaling' and retailing required to brin^j^goods 
to the marketplace. Show that while the "middlemen" 
are often invisil^le, they are a m^or part of the Ameri- 
can economic system. 



Have students list ways small businesses affect every- 
thing we do^rom satisfying our basic needs for food, 
shdter, and clothing to satisfying our higher needs 
si!6n as educatfon and entertainment. 
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Unitl 
LeveM 



Objectives 



. Teaching Suggestions 



4. DESCRIBE WHAT ROLE SMALL 
BUSINESSES PLAY IN THE 
AMERICAN ECONOMIC SYSTEM. 

How does small business contribute 
to the economy? 



Help the student understand that the health of small 
business is not only essential to maintaining a healthy 
economy, but is also the source of continued growth 
in the total amount of wealth available. 



How important is the profit motive ^^^^.^^cuss profit openly; show that profit in anjd of itself 
in the economic system? ^ is healthy and justif ied.-Point oyt that profit is wrqng 

only when it is illegally or unetJiically gained. 



How does the theory of supply and 
demand affect profit? 



Help the student understand that the needs or wants 
of^the marketplace (demand) dictate what goods and 
services, what quantities and quality, and what j)rices 
will be available from the suppliers. Ask for examples 
of suppliers who missed the cue on the level of 
demand for a product (e.g,, Ford*s Edsel). 



5. IDENTIFY THE MAJOR FACTORS 
CONTRIBUTING TO THE SUCCESS 
OF A SMALL BUSINESS. 

What@e the major factors contribute 
ing to the success of small business? 



What are the traits most often 
exhibited by successful entrepreneurs? 



How rigid are the elements of success- 
ful business? 



(ENTIRE UNIT) . 



Invite a local entrepreneur share his or her experi- 
ence in selecting the right product or service, obtain- 
ing the necessary capital, planning the venture, and 
allowing fot personal strengths and weaknesses by 
utilizing outside experts when called for. 

Here the student is being offered the best observa- 
tions- to date on what might be required to become 
a successful entrepreneur. It should b6 stressed, how- 
ever, that these are by no means hard and fast criteria 
for judging an individual as "not qualified.'* 



For this unit, it is suggested that the teacher contact 
the loqal daily newspaper for bulk Copies of a Sunday 
edition. Have the class use these papers to clip articles, 
check the classifieds for want ads, analyze available 
jobs, and -check on businesses that are currently for 
sale. Also have the students save ads from these news- 
papers for use with other PACE units. 
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Unit 2 
Level 1 



DETERMINING YOUR POTENTIAL 
AS AN ENTREPRENEUR 



Objectives 
What is this^unit about? 



Teaching Suggestions 



1. DEFINE ENTREPRENEURSmP. 

How do entrepreneurs help the 
American economy grow? 

Is entrepreneurship something you 
can learn and plan for? 

How do people's needs relate to 
entrepreneurship? 

Then, what is entrepreneurship? 



Is entrepreneurship only ^bout profit 
and selfishness? ' 

2. RECOGNIZE THE PERSONAL 
QUAUTIES AND SKILLS NEEDED 
TO BE A SUCCESSFUL ENTREPRE- 
NEUR. 

What skills are needed for successful 
entrepreneurship? 



The student should have a strong grasp of the con- 
tents of Unit 1, "Understanding the Nature of v 
Small Business." The concept of entrepreneurship 
as a critical part of the American economic system 
places the entrepreneur at the helm of an economic 
enterprise that will be the source of almost 50 per- 
cent of the jobs, 38 percent of the GNP, virtuall^all 
of the jiew inventions and advances in technology, 
and the source of continued and increasing variety • 
in our choices of jobs and products we consume. 



The student is being exposed to the broad range of 
skills heeded to run a successful business. For an 
entrepreneur, this supposes that the entrepreneur 
either possesses the skills in sufficient quantities or 
should consider using outside experts to take up 
the slack for any weak areas. 



What are the characteristics of success- 
ful entrepreneurs? 
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Objectives 



Teaching Suggestions 



3* COMPARE THE ADVANTAGES OF 
OWNING A BUSINESS WITH THE 
ADVANTAGES OF WORKING FOR 
SOMEONE ELSE. 



How can you learn about owning a 
business versus working for someone 
else? 



Do you want to be an employee? 

What are an employee's disadvantages? 

What are self-employmejit advantages? 

What are some disadvantages of self- 
employment? ^ 

4. ASSESS YOUR OWN ABILITY TO 
BE A SUCCESSFUL ENTREPRE- 
NEUR. ^ 

Is the need to achieve a factor? 



Class discussions can be an eyeopener.not only for a 
student to realize his or her own feelings about what 
is an advantage and what is a disadvantage, but alsa 
for the class to recognize the variance of opinion on ^ 
the matter. For example, some will think the "respon- 
sibility'' that goes with entrepreneiirship is an advan- 
tage; others will see it as a disadvantage. You could 
demonstrate this on the blackboard by writing dawn 
the various class member opinions under headings of 
Entrepreneurship Advantages,* Entrepreneurship Dis- 
advantages, Employee Advantages, and Employee 
Disadvantages. 



The class should be lead to understand that many 
people, including successful entrepreneurs, do not 
always know their own motives before getting them- 
selves into a venture. Also, most people have mixed 
motives for any given action. While the studies done 
have shown the entrepreneurial "high need for 
achievement," it is well to remember that this was ' 
^a postanalysis response. 
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Unit 2 
Level 1 



Objectives 



Teaching Suggestions 



How independent are you? 



How creative are you? 

Are you an independent, creative 
self-starter? 



An attempt should be made to help the student > ' 
understand that while the profiles arid motives of 
other successful people can be helpful in developing 
their own profiles, this *modal' information should 
not be used as a rigid yardstick to measure their own 
potential. Einstein flunked math in school! 

Entrepreneurial genius is unique and found in some 
very "unlikely'* models. . 
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Units 
Levell 



DEVELOPING THE BUSINESS PLAN 



, Objectives 

.What is this unit about? 

1. IDENTIFY THE REASONS FOR 
PLANNING FOR ENTREPRE- 
NEURSHIP. 

Why develop a Business Plan? 
Who develops the Business Plan? 



2. IDENTIFY THE COMPONENTS OF 
A BUSINESS PLAN. 

ir 

What*s in a Business Plan? 



Is the Business Plan workable? 

* 

3. COMPLETE A BUSINESS PLAN 
WORKSHEET. 

What product or servlirshall we sell? 
What is our plan for marketing?^ 
How shall we organize? 
Will we make a profit? 



Teaching Suggestions 



Ask class members to read the text and stress the 
critical nature of the Business Plan. 

Allow class members time to reminisce and share 
their "entrepreneurshij)" endeavors as children. 
Stress the similarities with and differences from 
owning a profitable business enterprise as an adult 



Use Transparency No. 1 to enliven the class discus- 
sion of the case study. Make the application from 
activities in the story to components of the Plan. 



Have students complete h Business Plan worksheet. 



Secure an individual copy of SBA Small Marketer's 
Aid #150 (1978 edition) free from the nearest field 
office or the Washington headquarters of the SBA. 

Tell students that the information in the Business » 
Plan Summary Sheet which you will distribute to 
them and the cas^ study in the module will provide 
the answers to fill in the blanks in the SBA workbook. 

Call their attention to the fact that all of the informa- 
tion asked for in the SBA workbook is .not available 
or applicable to the LEMON-AID business. 

Lead a discussion to allow the class members to con- 
tribute their workbook entries--and thus to reinforce 
learning of the Business Plan components. 
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Unit 4 
Level 1 



OBTAINING TECHNICAL ASSISTANCE 



Objectives 

What is this unit about? 

1. DISCUSS HOW TECHNICAL ASSIST 
TANCE CAN HELP THE ENTRE- 
PRENEUIL 

What is technical assistance? 

^ How can technical assistance help the' 
entrepreneur? 

2. IDENTIFY THE TYPES OF TECH- 
NICAL ASSISTANCE NEEDED BY 
THE ENTREPRENEUR. 



Teaching Suggestions 



Collect local examples of the use of technical assis- 
tance by entrepreneurs. 



After the students develop a symbol for each type of 
technical assistance, ask them to make a poster con- 
taining entrepreneurship t^ks and the types of assis- 
tance available for each. This should be updated as 
the unit progresses. 



What types of technical assistance iEire 
needed? ' 

3. KNOW WHERE TO FIND* TECHNI- 
CAL ASSISTANCE."" 



Where is technical assistance found? 

What assistance do business affilia- 
tions provide? 



How can business associations help' 



Students should interview local entrepreneurs to 
determine what types of assistance they have used. 
Add information gathered to the poster. 



Ask students to locate a franchise and invite a repre- 
sentative to visit your class. Invite an apparel and 
accessories buyer to discuss buying offices. 

Invite a trade association executive to tell about ser- 
vices-available to members. 



How do government agencies help? Locate a SCORE volunteer to tell ^bout SBA services. 



What assistance can educational insti* 
tutions give? 

How can technical*professional con- 
sultant services be used? 



What do technical*professional con* 
sultahts contribute? / 



Prepare a directory of entrepreneurship education 
opportunities in your community. 

Invite a banker, a lawyer, and an accountant to hold a 
panel discussion about the technical assistance each 
provides and the relative cost. 
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Unit 4 
Level 1 



Objectives * ^ 



v/1 

r 

Teaching Suggestions 



When are consultant services free? 
How can publications help? 



Learning Activity 



Case Study Discussion 



^ Show examples of entrepreneurship magazines or 
current books from the list in the Level 3 unit on 
"Obtaining Technical Assistance.** 



Assign learners the task of working the Technical 
Assistance Puzzle td test their knowledge before 
the assessment.. 

How could technical assistance help Bill and Mary 
Ann? What types of help do they need? 

Bill and Mary Ann need advice from experienced 
people about possible markets for their product 
and how to reach those markets. 

Someone needs to help them*— 

. • develop a marketing plan, 

• develop a financial plan, 

• select a legal structure (tKey are minors, so - 
parents may have to form the business). 

If they should sell the game, they will need to know- 
how to manage finances, production, marketing, 
sales promotion, human resources, sales, customer 
relations, and how to protect their product'from 
thieves.' 
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Units 
Level 1 



CHOOSING THE TYPE OF OWNERiSHIP 



Objectives 
What is this unit about? 

1. DESCRIBE SOLE PROPRIETOR. 
SHIPS, PARTNERSHIPS, COR- 
PORATIONS, COOPERATIVES, 
AND FRANCHISES. 

. What are the various types of 
ownership? 

What is a sole proprietorship? 
What is a partnership? 
. What is a corporation? 
Individual Activity 

What is a cooperative? 
What is a franchise? 

2. IDENTIFY EXAMPLES FROM 
YOUR OWN COMMUNITY OF 
EACH OF THE TYPES OF BUSI- 
NESS OWNERSHIP. 

3. DESCRIBE THE ADVANTAGES 
AND DISADVANTAGES OF SOLE 
PROPRIETORSHIPS, PARTNER. 
SHIPS, CORPORATIONS, FRAN- 
CHISES, AND COOPERATIVES, 

What are the advantages to a sole 
proprietorship? 

What are the disadvanbiges of a sole 
proprietorship? 

Are there advantages to a partnership? 

What are the disadvantages of a part- 
nership? 



Teaching Si^gestions 



Set up various interviews for the class with individuals 
^ involved in each of the five tyjpes of ownership. Ask 
the entrepreneurs to share their experiences. 



Give students puzzle on choosing the type of owner- 
ship. " ' 
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Units 
Level 1 



>Objectives 
I 



Teaching Suggestions 



What are the advantages to corpora- 
tions? ' 

What are f he disadvantages of corpora- . 
tions? * ' 

What are the advantages to franchises? 

What are the disadvantages of fran- 
chises? 

^ Are there examples in your own com- 
munity of each type of business 
ownership? 
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PLANNING THE MARKETING STRATEGY 



^ Objectives 
What is this unit about? 

1. DISCUSS THE ECONOMIC CON- 
CEPTS THAT INFLUENCE MAR- 
KETING DECISIONS. 

How can marketing \ie defined? 



2. IDENTIFY IMPORTANT MAR- 
KETING ACTIVITIES. 

W^at are the functions of marketing? 



H^w is marketing involved in the 
design and creation of a product? 

/ 

What role does/marketihg play in 
packaging and/branding? 



/ 

3. EXPLAIN H^W MARKETING 
AIDS BUSD^ESS PEOPLE AND 
CONSUMERS. 

I 

I 

How does n^arketing satisfy the buyer 
and seller? 



What role ^oes transportation play in 
marketing? 



What role does storage play in market- 
ing? 



Teaching Suggestions 




Have students trace products from production to con- 
sumption identifying types of companies involved, 
location of companies, and marketing activities pro- 
vided. 

♦ 

Most students can develop a simple definition of mar- 
keting, ^ave them justify their own definition and 
note similarities and differences. 



Ask students to list examples of each of the functions 
and tell how problems are often, encountered in mov- 
ing products from producer, to consumer. 



Show two or three product^ ai 
gest ways in which the producl 
and improved. 



I have students sug- 
> could be changed 



A game can b^ played in wHich students identify 
brands and packages. Then a discussion can be held 
pti why some brands Ar packages are better than 
others. / 



Students^need to understand that marketing deals 
with many things, includmgithe process of buying 
merchandise and selling it t^.a customer. Discuss 
wliat is involved in buying atfd selling in one type 
of businesis. ]^ 

Cite examples of product dalnage or products that 
don^t arrive in stores at the cpnrect time to illustrate 
the importance of transportation. 

Ask the manager of a warehouse or distribution cen- 
ter to discuss how storage practices have changed. 
Tour a facility, if possible, t 
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Objectives 



Teaching Suggestions 



Why is finance an important function 
df marketing? ^ 

How is a fair price determined? 



What role does communication play 
in marketing? 

Why is information analysis impor- 
tant? 



Collect newspaper articles on investors, rates of 
return, etc. to illustrate the importance of finance. 

Hold an auction in class to show how price is deter* 
mined based on supply and demand. 

Discuss the many communications sources available 
to consumers and how valuable each is.' 

Several communications games are available that 
illustrate the importance of two-way communica- 
tion. • 



What are the benefits of marketing 
functions? 

4. DEFINE THE TERMS "TARGET 
MARKET" AND "MARKETING 
MIX." 

What is the "free" market system? 



Compare the U.S. economic system with other sys- 
tems to show the advantages and limitations for both 
businesses and consumers, 



How does a "free" market system 
work? 

Whsit marketing questions'must a 
business person answer? 



What is effective market planning 
based upon? 

How can a target market be identi- 
fied? ^ 

How can a marketing mix be devel- 
oped? ^ - 



Take a real or hypothetical business and answer the 
four questions. Siow how many different answers 
could be developed. 



Have students develop a sample mix with no ide^ of 
^ potential customers., Then give them a detailed target 
rparket description and again have them develop the 
mix. Discuss the process. 
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Unite 
Level 1 



Objectives Teaching Suggestions 



5. SUMMARIZE'THE STEPS TO BE 

COMPLETED IN DEVELOPING A 

MARKETING PLAN. 

How can a marketing plan be devel- Compare a marketing plan to a personal planning 

oped? ^ calendar. Show how a person is more organized 

through the use of the calendar. 

Why will a buyer's market continue? Discuss why businesses must be more careful in plan- 
ning within a buyer's market than in a seller's market. 
Give sieveral examples of each. 



ERIC 



Unit 7 
Level 1 



LOCHjllNG THE BUSINESS 



Objectives 
What is this unit about? 

1. EXPLAIN THE IMPORTANCE OF 
SELECTING THE RIGHT BUSINESS 
SITE. 

How important is the right business 
location? 

2. IDENTIFY FACTORS JO BE CON- 
SIDERED WHEN SELECTING A 
BUSINESS LOCATION. 



What general factors should be con- 
sidered when selecting a business site? 

What specific factors should be con- 
sidered wh^ selecting a business site? 

Whrft about, the future? 

( 

What help is available for selecting a 
business location? 

3. DETERMINE ADVANTAGES AND 
> DISADVANTAGES OF DIFFERENT 
TtPES OF BUSINESS LOCATIONS. 



What type of business locations are 
there? 

4. DESCRIBE TERMS OF OCCU- 
PANCY CONTRACTS FOR A 
BUSINESS. • 



Teaching Suggestions 



Invite a local smal( business owner to speak to the 
class concerning the importance of business location. 



Contact a local chamber of commerce, industrial 1 
development agency, or a planning commission to 
obtain information that identifies site location facv - 
tors. Have the students develop a list of the ten most 
important factors. 



Through library research; have the students compile 
a list of agencies and.their services. 

Have the class identify the various types of business 
clusters in their region! Discuss the advantages and - 
disadvantages of locating in these clusters for a spe- 
cific business chosen by the class. 
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Units 
Level 1 



FINANCING THE BUSINESS 



Objectives 
What is this unit about? 

1. EXPLAIN THE IMPORTANCE OF - 
FINANCING TO THE SUCCESS OF. 
A NEW BUSINESS. 

How important is financing to the sue* 
cess of a new business? 

What do you need the money for? 

2. UST THE DIFFERENT TYPES 
OF COSTS THAT MUST BE CON- 
SIDERED WHEN STARTING A * 
NEW BUSINESS. 

What are start-lip costs? 

What are operating expenses? 

What are personal expenses? 

3. EXPLAIN THE TWO MAJOR 
METHODS OF FINANCING A 
NEW BUSINESS. . . 

Where jdo you get the money for 
f inan cing the business? 



What are the sources of equity finaiic- 
iBg? 

What are the sources for borrowing 
money? 

4. IDENTIFY THE VARIOUS 
SOURCES FOR OBTAINING 
FINANCING FOR A NEW 
BUSINESS. 

Are there dther sources of financing? 



Teaching Suggestions 



Have the students list some of the costs they might - 
encounter if they opened a small business. 



Have the stiidents list some personal projects in which 
they either had to invest their own money or borrow 
money to accomplish ti goal. 
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Units 
Level 1 



Objectives Teaching Suggestions 

What is this unit about? v 

5. UST THE FINANCIAL STATE- 
MENTS THAT SHOULD BE 
INCLUDED IN A BUSINESS PLAN. 

What are the financing statements Invite a banker or loan officer to speak to the class 

included in the business plan? about financial statements neederd in a business plai}. 

What is a profit and loss statement? 

What is the cash flow statement? 

What is the balance sheet? 
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Unit 9 
Level 1 



DEALING WITH LEGAL ISSUES 



Objectives 

What is this unit about? 

1. DESCRIBE WHY A BASIC 
UNDERSTANDING OF LEIGAL 
ISSUES IS IMPORTANT TO 
THE SMALL BUSINESS OWNER/ 
MANAGER. 

Why are legal issues important? 



2. DEFINE THE TERM "CONTRACT.*^ 
What is a contract? 



3. IDENTIFY THE CONDITIONS 
THAT CALL FOR A WRITTEN 
CONTRACT. 

What are the conditions that call for 
a written contract? 

4. NAME AND DESCRIBE THE FIVE 
ESSENTIAL COMPONENTS OF A 
CONTRACT. 

What is agreement? 
What is consideration? 



What is contractual capacity? 



Teaching Suggestions 



What is legality of purpose? 



Wfiat is reality, of consent? 



Discuss some of the decisions that Ruth had tcmake 
\j^llgi|i^ planning to open the ice cream store. 



Discuss the sample contracts. How are they different? 
Have the class think of some cases where each type of 
contract should be used. 



Have the students give examples from their own 
experience. 

Again, have the students giv# examples from their ' 
own experience. 

Why is a minor unable to make a contract? What 
might happen if the owner of a small business ma^ 
a contract with a mmor? 



Discuss the example. Have students discuss some 
instances in which a contract could be illegal. 
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Units 
Level 1 

Objectives Teaching Suggestions 

What is this unit about? 

^What does it take to make a contract? Have the class identify the missing elements in the 

examples. 

^ . You may also wish to ask a lawyer to visit the class 

to answer questions or review sample contracts devel- 
^ ' ^ ^ oped by class members. 
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Unit 10 
Level 1 



COMPLYING WITH GOVERhfMENT REGULATIONS 



Objectives 

What is this luiit about?' 

1. SUMMARIZE THE IMPORTANCE 
OF GOVERNMENT RULES AND 
REGULATIONS TO THE INDI- 
VIDUAL ENTREPRENEUR. 

Why are government rules and regula- 
tionsiijiportant? 



2. CLASSIFY LEGISLATION 
ACCORDING TO WHOM IT IS 
DESIGNED TO PROTECT. 

How can federal regulations be classi- 
fied? 



3. EXPLAIN AT LEAST THREE 
•TYPES OF F"i)DERAL, STATE, AND 
LOCAL TAXES AFFECTING SMALL 
BUSINESS. 

^^-•W^types of business taxes are there? 
What help can be found? 



Teaching Suggestions 



Organize a panel discussion with different small busi- 
ness owners discussing the impact of government 
regulations. 



Contact representatives from organizations with ah 
interest' in one or more of the regulated areas. Have 
thejn discuss the goals of their organizations. 



Have an IRS agent and state tax agent discuss the tax 
responsibilities of small 'firms. 
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Unit 11 
Level 1 



MANAGING THE BUSINESS 



Objectives 
What is thisxmit about? 



Teaching Suggestions 



LEXP; 
AG 

busin: 




THE ROLE OF MAN- 
IN OPERATING A 



How important are the management 
functions for business success? 

Do good managers possess special 
skills? 

2. LIST THE STEPS INVOLVED IN 
THE DECISIONrMAKING PROCESS. 

Why ^re decisions so important? 

What are the steps in decision making? 

How important is it to i^e each step 
in this decision-making process? . 

a DEF»JE AND EXPLAIN THE 
FUNCTIONS OF MANAGEMENT. 

What else do managers do? 

What are the functions of manage- 
ment? 

Hpw do management functions work? 

4. IDENTIFY REWARDS AND PROB- 

LEMS OF THE MANAGEMENT 
' ROLE. 

What are some of the problems that 
managers face? 

• • * 

What rewards does management offex? 



Locate help wanted ads for management positions in 
your area. Discuss the qualifications requested. 



Have a local small business owner discuss his or her 
responsibility in performing management functions. 
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Unit 12 
Level 1 



MANAGING HIMAN RESOURCES 



Objectives 

What is this unit about? 

i: DEFINE HUMAN RESOURCE MAN- 
AGEMENT. ' 

How is human resource management 
defined? 

2. EXPLAIN THE IMPORTANCE OF 
HUMAN RESOURCE MANAGE- 
MENT AS IT RELATES TO THE 
SUCCESS OF A BUSINESS. . 

Why is human resource management 
important? 

a IDENTIFY THE VARIOUS RESPON- 
SIBILITIES THAT MAKE UP 
HUMAN RESOURCE MANAGE- 
MENT. 

What are entrepreneurs' responsibili- 
ties in human resource management? 

What about hiring and placing new 
employees? 

What about training new employees? 

What about compensatory employees? 

What about leading employees? 

What about evaluating employees? 

What about building a relt^ticmship ^ « ' 
. with employees? ^ 

. What about health and safety of 

^employees? 

/ 

What about unions and small busi- 
nesses? ' 



Teaching Suggestions 




Interview local entrepreneurs regarding their person- 
nel programs. After independent intervie^v, have stu- 
dents compare programs. 
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. Unit 12 
Level 1 



Objectives « ^ Teaching Suggestions 

What is this unit about? 

What about company-sponsored 

employee groups? . 



4. DESCRIBE THE OBLIGA- 
TIONS EMPLOYERS HAVE 
TO EMPLOYEES. 

What obligations do entrepreneurs 
have to their employees? 
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Unit 13 
Level 1 



PROMOTING THE BUSINESS 



Objectives 



'What is this unit about? 



1. DEFINE THE CONCEPT OF PRO- 
MOTION. 

What is promotion? 



What is the importance of promotion? 



2. COMPARE THE MAJOR METHODS 
OF PROMOTION USED BY SMALL 
BUSINESSES. 

What are the major methods of pro- 
mdtion used by small business? 

Which promotion methods are best 
for small businesses? 



What's included in advertising? 
Why do businesses use advertising? 



When is personal selling best? 



Teaching Suggestions 



List three ot four products for students ranging from 
simple to complex. Have them describe the informa- 
tion they would need to buy the product. Ask them 
to identify how they could get the information. 



Collect a variety of examples of promotion to show 
students ranging from traditional ads to publicity 
releases and letters to consumers. . 

Ask students to discuss the, ways in whichbusinesses 
can get new customers. Most of the ways usted will 
involve some form of communication. 



A simple chart could, be developed in class comparing 
the useS) strengths^ and limitations of each method. 
This could be used throughout the unit as additional 
information about each method learned. 



Compare three well-known stores or products by 
having students list the strengths and weaknesses of 
each. (Use the product, place, and price.) Then dis- 
. cuss how promotion would be different for each one 
if the business wanted to promote the strengths. 

This is a good opportunity for stu^ents.to be creative. 
Give small groups of students a business idea and a 
small promotional budget. Have them create a simple 
promotional plan by answering the five questions 
listed. 
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Unit 13 
Level 1 



Objectives 

What is this unit about? 

How can sales promotion be used? 

How should publicity be used? 

Is promotion always effective? 

a DESCRIBE THE RELATIONSHIP 
BETWEEN PROMOTION AND 
OTHER BUSINESS DECISIONS. 

How does promotion relate to other 
business decisions? 

4 UST THE DECISIONS THAT MUST 
BE MADE WHEN COMPLETING'A 
PROMOTIONAL PLAN. 

What is involved in promotional plan- 
ning? 

5. JUSTIFY THE IMPORTANCE OF A 
PUBUC RELATIONS PROGRAM 
FOR A SMALL BUSINESS. 

Why does a small business need a pub- 
lic relations program? 



Teaching Suggestions 



Bring in a guest speaker from public relations (PR) 
to discuss the importance of public relations to busi« 
nesses. The speaker could give examples of r,elatively 
inexpensive PR activities that could be used by small 
businesses. ^ 

Students could begin documenting PR activities of 
businesses in the community. 
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Unit 14 
Level 1 



MANAGING SALES EFFORTS 



^ Objectives 
What is this unit about? 

1. DEFINE SELLING AS STATED BY * 
THE AMERICAN MARKETING 
ASSOCIATION. 

What is selling? 

2. DISCUSS THE ROLE OF SELLING 
IN DIFFERENT TYPES OF SMALL 
BUSINESS. 

What is the role of selling in the small 
■ business? 

3. DESCRIBE WHAT SALESPEOPLE 
NEED TO KNOW ABOUT THEIR 
CUSTOMERS TO BE SUCCESSFUL 
AT SELLING. " 

What do you need to know about 
your customer? 

What motivates customers to buy? 

4 DESCRIBE WHAT SALESPEOPLE 
NEED TO KNOW ABOUT THEM- 
SELVES TO BE SUCCESSFUL AT 
SELUNG. 

What are the characteristics of success- 
ful salespe6ple? 



. Teaching Suggestions 



Interview a variety of business owners concerning the 
importance of effective selling. 



Plave a successful salesperson describe his or her nor- 
mal working day. 



Role play the selling of a product. 
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Unit 15 
Level 1 



KEEPING THE BUSINESS RECORDS 

Objectives Teaching Suggestions 

What is this unit about? 



1. IDENTIFY THE REASONS FOR 
KEEPING BUSINESS RECORDS. 

Why keep records? 

What are the requirements of a good 
bookkeeping system? 

» 

2. IDENTIFY THE ELEMENTS OF 
A SOUND RECORDKEEPING 

- SYSTEM. 



Demonstrate the value of proper bookkeeping to the 
class by having them list some personal experiences 
when the amount of money they thought they had 
didn't agree with the amount they actually had. 

If possible, have the class design some sample book- 
keeping forms. Invite an accountant from a local busi* 
ness or bank to speak to tjie class. Have this person 
discuss and evaluate the sample forms in terms of 
clarity, simplicity, information communicated, and 
so on. 



3. DESCRIBE THE DIFFERENCE 
BETWEEN A^SINGLE-ENTRY - 
RECORDKEEPING SYSTEM 
AND THE DOUBLE-ENTRY 
SYSTEM. 

What^s meant by single-entry and 
double-entry bookkeeping systems? 

How are record systems maintained? 

Which records are common to most 
businesses? 

4. DESCRIBE THE USES OF THE 
CHECKBOOK IN RECORDKEEP- 
INC. 

What information is recorded in the 
business checkbook? 

What is the daily sales and cash sum* 
mary? 
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-.UniU5 
Level 1 



Objectives 

What is this unit about? 

«. IDENTIFra^ITABLE RECORDING 
FORMS FOR ACCOUNTS RECEIV- 
ABLE. 

How do you record accounts receiv- 
able? ^ V. 

6. RECONCILE A BANK STATEMENT. 

How do you reconcile the bank state- 
ment? 



Teaching Suggestions 



7. DEVELOP A SIMPLE RECORD- 
. KEEPING SYSTEM FOR PAYROLL 
RECORDS. 

What recordkeeping is used for the 
payroll? • 



\ 



Have the students practice reconciling bank state- 
ments with a hypothetical checking account. Estab- 
lish the amount of money that is available in this 
account. Have them pay for Bome of the items that - 
might be necessary in their businesses. Be sure to 
have the students account for cheeks that might not 
show up on a monthly bank statement* 



Obtain, tax deduction forms from the IRS, the Social 
Security Administration, and the state ^nd local tax 
offices. Have the students calculate the proper deduc- 
tions from a hypothetical employee's paycheck. 




Unit 16 
Level 1 



MANAGING THE FINANCES 



Objectives 

What is this unit about? ^ 

1. EXPLAIN THE IMPORTANCE OF. 
. FINANCLAL MANAGEMENT. 

Overview. V • 



2. DESCRIBE THE COMPONENTS OF 
A BALANCE^SHEET. 

Wiat is a balance sheet? 

What are the components of a b^}ance/ 
sheet? ^ 

a differentiate; BETWEEN CUR- 
RENT AND FIXED ASSETS-CUR- 
, ^SSm AND FDCED LIABILITIES. 

4. DESCRIBE THE COMPONENTS OF 
A PROFIT AND LOSS STATEMENT 

What is a profit^ and loss statement? 



What are the components of a profit 
and loss stateihent? 



5. IDENTIFY METHODS FOR CALCU- 
LATING SELECTED, FINANCLVL 
RATIOS. 



^ What are methods of calculating ' 
financial statement ratios? 



Teaching Suggestions 



Invite a panel of local business owners, bankers, 
accountants, etc. to discuss the importance of finan- 
cial management. 



Show sample balance sheets with transparencies. 

Have students identify balance sheet components 
from sample balance sheets. 

Have students give (from their own business or exper^'^ 
ence) examples of current and fixed assets and liabili^ 
ties. ^ ^ 



Show sample profit and loss statements with trans- 
parencies. 

Have students organize a profit and loss statement 
fronfi components provided on separate strips^ of 
paper. * 

Show financial ratios using transparencies^ 

Have students review selected balance sheets and 
profit and loss gtatements available froni corporatipn 
stockholders* reports. 

Have students calculate ratio prqblems from the 
above statements. 
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Unit 16 
Level 1 



Objectives 

What is this Unit about? ^ 

6- DENTIFY SOURCES OF FINAN- 
CIAL RATIO DATA. 

Where can ratio data be obtained?. 



Teaching Suggestions 



7. IDENTIFY THE ACTIVITIES ASSO- 
CIATED WITH ELECTRONIC DATA 
-wPROCESSING AND FINANCIAL 
ANALYSIS. 

How can microcomputers aid f in^- 
cial management? 

' What electronic information process- 
ing activities are related to financial 
management? 

What input activities are associated 
with electronic mformation process- 
ing? 

What manipulative operations are per- 
formed by electronic information 
processing? 

What output afttivities are associated 
with electronic mformation process- 
ing? ^ ^ 




Have students review ratio data from various 
cial publications. 



Develop lists of appropriate ratio data information 
for a specific business. 
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Unit 17 
'Levell. 



MANAGING CUSTOMER CREDIT AMP COLLECTIONS 



Objectives 
What is this unit about? 

1. IDENTIFY REASONS FOR OFFER- 
ING CREDIT. 

What are the reasons for offering * 
credit? 

2. CONSIDER BASIC POUCIES TO 
USE FOR CREDIT AND COLLEC- 
TIONS. 

What are the basic credit policy con- 
siderations? 

3. DETERMINE YOUR OWN RULES 
ABOUT PEOPLE WHO APPLY FOR 
CREDIT (3 "fcV* of credit). 

What are some guidelines for evalu- 
ating credit applicants? 

How can credit information be 
checked? 

How can credit applicants be notified 
of rejection? 

4. IDENTIFY FEATURES OF CREDIT 
CARD PLANS. 

5. IDENTIFY BASIC TYPES OF 
DIRECT CREDIT PLANS. 

What are some different types of 
credit plans? 



Teaching Suggestions 



Invite a local small business owner to discuss pros and 
9pns of offering credit. 



J 



Show examples of written credit and collection poli- 
cies. 



Have students complete and evaluate credit applica- 
tion forms using.hypotheticalx5Ustomer information. 

Have a credit bureau representative explain proce- 
dures used in verifying credit information. 

R6llf*play 'case problems involving credit rejections. 



Show students examples of credit card applications • 
and customer agreements. 

Have a credit card sales representative discuss business 
credit card plans. 
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Unit 17 
Level 1 



^ Objectives 



Teaching Suggestions 



What is this unit about? 

6. DETERMINE HOW YOU CAN USE 
A COST/BENEFIT ANALYSIS FOR 
DIRECT CREDIT AND CREDIT 
CARD PLANS. 

What are the features of credit card 
plans? 

What are the basic types of direct 
credit plans? 

How can the costs/benefits of credit 
be evaluated? 



be estimated? 

How can the costs/benefits of credit Have students interview business owners concerning 



How can the costs/benefits of credit 





\ 
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Unit 18 
Level 1 



PROTECTING THE BUSINESS 



Objectives 



Teaching Suggestions 



What is this unit about? 



1. 



LIST THE MOST COMMON TYPES 

OF BUSINESS crime: 



Invite a department store person to speak to the 
group. 



What is a risk? 



Can risks be avoided? 



What are the most common types of 
business crime? 



Have students read local newspapers and view news- 
casts to list mcidents of business crime and/or losses. 



2. UST OTHER TYPES OF RISK 
FACED BY ENTREPRENEURS. 

What other risks do small businesses 
face? 

3. EXPLAIN THE NEED FOR PRO- 
TECTION AGAINST SUCH RISKS. 

How can a business minimize losses Have an insurance agent discuss insurance coverage 

due to risks? • protection for small businesses. 

4. DISCUSS WHAT ENTREPRENEURS 
CAN DO TO PROTECT THEM- 
SELVES AGAINST RISKS AND 
LOSSES THEY MAY CAUSE. 

Should a business buy insurance? 
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TRANSPARENCY 
MASTERS 



Note to InstructofN. ' 

This section confctins suggested transparencies designed to enhance lectures and discussions. 
In most cases they have not been referenced in the teaching qutline, but have been designed 
to be used with it. 
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SKILLS NEEDED . < 

BY ENTREPRENEURS " 2 



AFFECTIVE 


COGNITIVE 


MANIPULATIVE 


Hum«n relations 


Organizing 


Physical 


ability 


ability 


skill 






ability 


Communications 


Problem-solving 




ability 


ability 




Creative ability 


\ Decitlon-making 






* I ^-ability. 






Technical 






knowledge 
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Transparency No. 1 



Developing the Business Plan 

Units 

Level 1 
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Which Form of Legal Organization? 
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EFFECTIVE SELLING CONSIDERS 
CUSTOMER NEEDS 
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CONVINCE CUSTOMERS THAT YOU 

HAVE 

S'OMETHING SPECIAL 
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LOCATION CAN 
MAKE OR BREAK 
A BUSINESS 
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GENERAL LOCATION FACTORS 

Economics 

* • 

Population 

4 r 

CoiApetition 
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BE AWARE OF COMPETITORS 

When LOCATING 

YOUR BUSINESS 





LOCATION FACTORS: 
RETAIL AN D/SER VICE FIRMS 

Nearness' to consumers 

9. 

Compatibility of neighboring firms 
Suitable traffic patterns 

* 

Adequate parlcing 
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LOCATION FACTORS: 
WHOLESALE FIRMS 



Transportation systems 
Physical facilities 
Access to customers 
Local ordinances 

r 



SO ^ 

ERIC 



LOCATION FACTORS: 
MANUFACTURING FIRKfIS 



Availability of raw materials 
Transportation facilities 
Physical facilities 
Government restrictions 
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TYPES OF BiJSINESS LOCATIONS 
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Central chopping district 
Neighborhood shopping area 
Shopping centeris 
industriai parks • 
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DETERMINE WHAT 
YOU NEED MONEY FOR 
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A CONTRACT DOES NOT HAVE 
TO BE WRITTEN TO BE LEGAL 
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IT IS SAFEST TO HAVE 
WRITTEN CONTRACTS 
ON ALL BUT 
MINOR MATTERS 
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WHAT IS AGREEMENT? 



Qffer + Accisptance = Reasonably DeflnHe: 

Understandmg Between 
the Parties 
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IMPORTANCE OF REGULATIONS 

» 

J 

j» * 

Purpose of Regulations ^ 
Source of^egulations 
Impact on Small Business . 




CLASSIFICATION bp 
FEDERAL REGULAT^NS 

Protection of Competition 
Protection of Employees 
Protection of Consumers 
Protection of the Environment 
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OTHER REGULATIONS 



Licenses 



Permits 

Taxes / 
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Transparency Np. 1 

V 



Managing the Business 

Unifll 

Level 1 • 



MANAGEMENT: 

IT'S GRiAT; BUT THERE ARE BURDENS. 
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EVALUATING 



DIRECTING 



CONTROLLING 
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PLANNING 


ORGANIZING 


STAFFING 













INFORM THE 
COMMUNITY 
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■^Q-r ARB yoo ae>5>olO" 
po5i-nvg^>/ C30i5e Yoo Ay 
^6AU>/. pieAU-y roTAuu^ 
5A-nSf^iei:>? 



CUSTOMERS ARE SATISFIED WHEN 
THEY GET GOOD VALUE 
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Managing Sales Efforts 
Unit 14 
/ Level 1 



Involving Customers 
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Involving Customers Helps to 
Give them a Feeling of Ownership 
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Objections 
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Treat Your Customier 
Like Royalty 
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Hidden Features: 
Find the Profiles 
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Transparency No. 1 



<^ Keeping the Business Records 
Unit '15 ' . 
Level 1 . / • ^ 




Payroll records are needed to comptete the picture of business 
expenses. They are also necessary to complete aovernment forms 
and reports. « ' \ 
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Managing Customer Credit 

and Collections 
Unit 17 . 
Level J 



The amount of business \ 
due to credit J 



^ [ The percent net profit | ^ 
I you make on , the business j 



I Costs of pro-\ 
I vidihg credit J 



Estimated benefit 

ot net profit th'aj credit ^ 

brings , ■'^ 
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LOSS PREVENTION PROGRAMS ARE BASED ON. 




Fire Extinguishers 
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Gr^gl^ Window Protection 
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(1) Sounci Business Practices 
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(2) Insurance 
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HANDOUTS 
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Note to Instructor: ^ . 

This section contains handouts to be dup^ated for use with the modules or^with the 
Instructor Guide as needed by students. 
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ENTREPRENEURSHIP 
(PERSONAL) 



Unit 2 
Level 1 

Handout No. 1 



Advantages 



Disadvantages 
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Unit 2 
Level 1 

Handout No. 2 



BEING AN EMPLOYEE 
(PERSONAL) 



Advantages 



Disadvantages 
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Unit 3 
Level 1 

Handout No. 1 

y BUSINESS PLAN SUMMARY: LEMON-AID 

LEMON- AID is a proposed business to operate during July and August 198- in Centerville, U.S.A. 
for the purpose of manufacturing and celling pink lemonade and yellow lemonade. The owners of 
the business are Jonathan Spisey, KathyMerritt, and Joey Wiltshire, .equal partners. 

The lemonade will be sold at a stand to be constructed at the southwest comer of Pine and Falkner 
Avenues, a residential area with a heavy flow of traffic. There is no competition for homemade 
lemonade in the area. 

The lemonade will be sold from a stand to be builf by thd owners out of discarded materials. It will 
be painted in bright colors and signs wiU be used to attract customers: BUY YELLOW *N' PINK 
LEMON-AID FROM THE KIDS. - > ^ 

The prices of lemonade will be set to cover the costs of manufacturing lemonade, using quality 
ingredients and including business expenses. ^ 

Parking will be provided for customers, but there will oe no charge for this service. 

Salespeople will encourage p^ersby to become customers, by calling out, "Lemonade, yellow *n* 
pink lemonade.'' SalespeopIew4U serve customers in a friendly manner and invite them to purchase 
additional cups of lemonade, or I^onade by the gallon to take home to the family. Signs will 
advertise the gallon size to take home to the family* 

Lemonade will be manufactured in one-gallon lots by the owners. 

Employees will divide the behind-the-scenes jobs and the selling jobs on a regular schedule of two 
hours a day. ^ * . * , 

The start-up costs needed to operate the business for the two summer months are $677.83 ($515.43 
cost of goods sold + $62.40 expenses). 

The expenses based on two months of operation are '$62.40. 

The anticipated sales for the two months are $664.00. 

The owners will need to secure $677.83 in loans in order to operate the business. # 

The' busing promises to make $86.17 net profit, to be divided equally among the three partners. 

The business will be informally organized as a partnership, with a written agreement of equal part- 
nership signed by all three owners. 




THE TECHNICAL ASSISTANCE PUZZLE 



Obtaining Technical Assistance 
Unit 4 

'Level 1 ' . . 

Handout No. 1 
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Obtaining Technical 
Unit 4 
Level 1 

Handout No. 2 
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THE TECHNICAL ASSISTANCE PUZZLE 
. ANSWERS ' 
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Choosing the Type of .Ownership 
Units ^ . 
Level 1 ' 
Handput No. 1 

. Name 
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CROSSWORD PUZZLE CLUES 
ACROSS 

1. Granted to a corporation by a state 
official. 

Z Represents ownership in a corporation. 

3. Person who invests in business but has 
no voice in nrTanagement 

4. Ppople who actually run the corpora- 
tion. 

When two or more people own a 



business. 
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• 1 . When one person is owner of a business. 

2. In franchise business, the distributor. 

3. They elect the officers of the corporation. 

4. The most formal of ail business structures. 

5. -When each member of a partnership is 

responsible for all debts owed by the 
partnership. 

6. In franchise business, the parent company 
that provides product/service. 

7. ' Person who owns a share of the corporation. 
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, SELF-ANALYSIS: 
Are ^ou A Salesperson? 



How to Grade 



Grade each point on the basis of 0 to 10. If you believe that you are what you should be, give yoyr- 
self 10 points; if only medium, 5'points; and if entirely disqualified, give yourself a 0; give any inter- 
vening points for other values..,.-^' • ^ 

Apply your own knowledge. Consider what a discriminating person in fiill possession of the facts 
wo\ild give you. . ^ 

When you have graded each Of the iOO points, add the figures and placi the sum in the proper place 
at the end of tlie columfT. Divide by 10 for your percentage of efficiency. 



GRADE 
YOURSELF 
HERE 



A. APPEARANCE 

1. Is ycmr expression pleasant? 

2. Clothes ipotless and pressed, shoes shined? 

3. Are your clothes selected with taste-^tyle, fit, color, harmony? 

4. Do you look like you are master of yourself? 

5. Are your manners pleasant and friendly? 

6. Da you correct all appearance liabilities? 

B. HEALTH 

7. ^ Is your health a 100% business asset? 

8. Is your health as important as money? 

9. Do you observe the simple health rules regarding eating, drinking, 
breathing, and exercising?* 

10. Is your power of endurance above average? 

11. Lost any workdays this year due to illness? 
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. GRADE 
YOURSELF 
HERE 

a FEARLESSNESS • 

12. Are you at ease before strangers or superiors? 

13. Are you conscious of the new courage that results from acquired power? . 

14. Do you follow your own convictions? ' ^ 

15. Have you eliminated all fear of the future? 

16. Do you meet problems squarely without evasion? • 

17. Do you use knowledge to banish fear? 

D. SELF-CONFIDENCE 

18. Are you sure of yourself at all times? ^ ^ 

19. Do you use and apply your knowledge? " 1_ 

20. * Do you start things with confidence rather than doubt and cold feet? 

21. Are you confident about your own judgment? ^ 

22. Is action the result of your self-confidence? ^ , 

23. Are you able to inspire confidence in others? • 

E. AMBITION ' V • ' 

24. Is your life'^aim big enough for your ability? ' . 



25. Do you back your ambition with decisive action? 

26. Do you plan each dajMto advance a step? 

27. Do you study the best ways for personal advancement? 

28. Do you take full advantage of opportunities? 



29. Are you eager to end well in life? 

30. Would fulfillment of your ambitions make this world a better place? 

I. 
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F. WILLPOWER 

31. Is your will power trained for decisive action? 

32. Can you shoulder responsibility )*ithout worry? 

33. Do you control your temper and words? 

34. Can you shed nonessential details? , \ 

35. Do you make enough time for self-development? 

36. Is your will like "high-tempered steel"? 

37. Is daily practice of your will power a habit? 

G. CONCENTRATION 

38. Do you train yourself to concentrate at will? , . 

39. Are surroundings picked to fivor concentration? 

40. Does business study get undivided attention? 

41. Can you concentrate for a long period? 

42. Are you developing a clear, accurate, hard-thinking business mind^ 

43. Do you really "think" rather tlian kid yourself to believe you think? 

H. SUGM3ESTI0N 

44. Do you seek the value of positive ideas? 

45. Do you avoid negative suggestions?^ ^. 

46. Is indifference allowed to hinder progress? 

47. Do your manners serve as positive suggestions? 



48. Do you use the power of self-suggestion? 
I. TACT 

49. Do you get along well witl^most people? 

. 50. Do you try to "lead" rather than "boss'*? 
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YOURSELF 
HERE 
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i QRADE 
yOUftSBLF 
HERE 



51. Do you avoid loss of temper and sarcasm? 

52. Do you avoid hasty remarks that hurt others? 

53. Do you always practice the highest courtesy? 

54. Do you aljvays express appreciation when due? 

I INTEREST ' ' ' • 

' 55. Are you 'deeply interested inyout own work? 

56. Do you make careful daily observation of your work to improve it? 

57. Are yoii interestedJn the human problem of business management? 

58. Do you observe people's features and study their characters? 

59. Do you endeavor to read people's thoughts to anticipate their needs? 

60. Have you a scientific interest in problems of modern business? 
61: Are you yourself your greatest object of constructive study? 

K. SINCERITY 

62. Is your word as good as a bond? 

63. Doyou have high ideals of life and service? 
64: Is your work interesting rather th^n routine? 
65. Do you stand loyally by your deserving' friends? 

^ ' 66. Areyou^ncere even though it sometimes results in apparent disadvantages? 

67. Are you honest for other reasons'than because "it pays"? 

68. Do you practice xthat you demand from others? 
, L. ALERTNESS * .. 

"69. Q|^ou understand viewpoints of others? 
70. Are you quick to understand instructions? 
' ; 71. Are you known as a wide-awake person? ' 
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GRADE 
YOURSELF 
HERE ' 



M. MEMORY , ^ 

72. Is your memory excellent? 

73. ' Do you train yourjnemory for improvement? 

74. Do you remember namesVs easily as faces? 
^ 75. Can you forget nonessential facts? 

; 76. Do you depend on trained/inemory power rather than short-cut methods? 

77. - Do you consciously combat every tendency to absentitiindedness? 
N. EFFECTIVE SPEECH 

78. Do you talk without hesitation? 

79. Are your ideas clearly and logically organized? 

80. Are you master of yourself? 

81. K eating with superiors; are you at ease? 
* 82. Do you convince people? 

83. Do you secure the desired action from people? 
O.JNITIATIVE 

. 84. Do you seek opportunities to better yourself? 

85. Do you make plans to realize your goal? 

86. Do you have to be **told" less than the average? 

87. Do you make constructive suggestions freely? 

88. Are you systematically developing your power of constructive imagination? 

89. Are you right now thinking of how to profit by use of this chart? 

IP 

90. Are you able' to meet new situations with dispatch and confidence? 

91. Does experience prove your ideas practical? 
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p. RELIABILITY 

92. Are you known as a person who "gets things done"? 

93. Are you trustworthy in little things? 

94. Is your credit good lit ^ times? 

95. Do you keep your promises and appointments? 

96. Are you reliable in all of your work? 

97. Is your judgment so sound and reliable that it is sought by others? 
98: Do you establish your "reliability" as thoroughly as your "ability"? 

' 99. Do you deliver dependable results without supervision? 
100. Are you absolutely loyal to your organization? 
TQTALtOINTS 

YOUR PERCENTAGE'OF EFFICIENCY 
(Divide above sum by 10) , ' • 



GRADE 
YQtJRSELF 

. 4— 



7 



SOURCE: Weirtuch, B.""Self-Analyii8 for Salttmen." Soles Mantigement Guide. Chicago: Dartnell .Corp., 1973. 
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BUYING MOTIVES 
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Motives 

. a. appetite 

b. love of the opposite. sex 

c. love of parents 

d. love of children ^ 

e. , economy 

f. comfort 

g. imitation 

h. safety 

i. desire to be handy around the house 
j. beauty 

k., desire to be different; recognition 
1. cleanliness 
m. recreation 

/ 

n. desire to make ||pve money 
0. fear 

p. desire to build 



(j^ desire to travel 
r. health 
s. competition 
t. sociability 



1. _ 

2. _ 

3. _ 

4. _ 

5. _ 

6. _ 
■ 7. _ 

8. _ 

9. . 

10. _ 

11. - 

12. _ 
13. ._ 

14. _ 

15. _ 

16. _ 

18. _ 

19. _ 

20. _ 

21. , 
22; _ 

23. _ 

24. _ 

25. _ 



Products 

tie 

' coffee pot 

oil painting 

fire extinguisher 



_^dress pittem 

vitamins 

diet bread 

basketball 

diamond ring 

_ rental* property 

watch 

steak 



_ box of chocolate candy 

perfume 

camera 

life insurance 

sports car 

door lock 

snow tires 

garden tools ' 

elecfricsaw 

' women's cosmetics 

fabric softener 

model airplane kit 

camping trailer 
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MODEL 
ACTIVITY RESPONSES 



Note to Instftictor: • • 

This section contains suggested responses for module activities. The instructor should use 
judgement f 6?jthose activities where there is no single response. 
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Case Study 



ERIC 



1. Juanita needs to understand that financing is essentially the "fuel" that runs a business. With- 
out financing, there can be no business. It is also important that the right kind of financing be 
available to the business at the right time. 

2. The two basic types of financing availabl^^re equity financing and debt financing. Juanita 
hasn't been able to save much money, Tora she probably wouldn't be able to open a business 
on the amount of money she has. There is the possibility, however, that one of her relatives 
may be willing to help with finances. Shashoidd check this option. Her other alternative is to 
use debt financing— or bonowing money to get started. 

3. Juanita could try to get a loan from a bank, a credit union, a commercial or consumer finance 
company, a savings and loan institution, her insurance company, or the Small Business Admin* 
istration. She might also consider financing her business by opening a franchise. 

I 
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Part I Key 

1. contract 

2. agreement 

3. consideration 

4. contractual capacity 

5. legality 

6. usury 

7. exculpatory clauses 

8. reality of ^consent 



MODEL ACTIVITY RESPONSES 



Dialpg in on Legal Terms 



Part II Key 

1. contractual capacity 

2. agreement 

3. usury 

4. contract 

^ 5. consideration 

6. reality of consenting 

7. legality 

8. exculpatory clauses 
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Case Study 

The project cannot be judged a total success* If they had not had problems, they might have been 
able to earn more money than they did. Also, the hard feelings that resulted from this project 
could carry over to future projects. 

Gil needed to plan his purchases based on the amount of possible sales. To help with this plan- 
ning, he could have done a small c.ustomer survey to determine colors that customers would like. 
He should hai^^so used a schedule f&r work hours. Without such a schedule he could not be 
sure that^emjEvees would be at work when needeci. x 
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Individual Activity . 

1. managing • * 

2. planning * * * 

3. motivating * 



4. controlling 

5. hiring 
6.. knowledge and skill 

7. compensation 

8. productive 

^ 9. communications • ' ^ 

• 10. health ' \^ 

Case Study * ' 

1. Charo needs to be convinced that there is more to hiring and managing her new employee 
than just sticking a "help wanted" sigh in the window, putting an apron on the first person 
who walks in, and telling him or fief what to do, Mana^ng employees, also known as human 
resource management, involves understanding the many responsibilities and obligations of the 
employer to the employee and of employ^ to employer. The management process calls for 
planning, organizing, directing^ and controlling all the activities that involve employees and 
promote their productivity. This process do^ not have to be so complicated that Charo can- 
not carry it out herself. However, she should understand the basics in order to have a success- 
ful relationship with her' new employee. 

2. The hiring process is one of the first ^eps tcx high employee morale. A key factor in successful 
operation of Qharo's restaurant is matching the right job to the right person. If she matches a 
person with pastry-making 'skills with a job Weeping the -floor, she is missing an opportunity 
and underutUizing her employee. In fact, the employee may quit unless allowed to use his or 
her skills and talents. Charo must learn how to determine the potential employe's skills and 
weaknesses *so shfe can select the persoi\ best qualified to carry out the tasks she needs done. 
Once tlife^employee has been hired, Charo must be sure the individual is handlirig tfee job effec- 
tively, and iKnot, communicate how improvement can be made. FiAdly, Charo must learn 
where to locat^ prospective employe^. Sometimes placing a "help wanted" sign in the window 
can be effective, but she also needs to learn about other^^ways of advertising a job opening. 

3. The six m^i6r responsibilities in mwiaging employees are (a) hiring and placing new employees, 
(b) training employees to be prodirctive, (c) compensating employees for then: efforts, (d) help- 
ing employees maintain and improve their p^brmance, (e) evaluating employees* performance, 
and ^f ) building relationships with employees. . ^ 
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4. Charo should become famUiar with all the laws that regulate her business, or consult with 
someone who can advise her of all legal details. For example, her state may require each of 
her employees who work with food preparation to have a food handlers permit. She needs 
to be aware of such regulations. In general, however, as an employer, Charo is required to be 
responsive to the following guidelines regarding her employees. 

a. A reasonably safe and suitable place for employees to perform their jobs must be provided. 
An employee should not be ^posed to undue risks and dangers while on the job. 

b. Safe and suitable tools, machinery, and appliances must be provided if they are called for 
on the job. If dangerous machinery is called for, employees must be instructed m their safe 
use, and the risks involved in careless use must be made clear to the employee. 

c. A work staff that.is large enough to handle the work load must'be hired. Otherwise, employ- 
ees who are assigned more work than they can complete will become discouraged quickly 
and their attitudes will be poor. 
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Case Study 



Since Sally wants to use a sin^e-entry bookkeeping system, she can probably find a suitable ledger 
for her records at a local bookstore. Have the students design categories for all the possible debit 
and credit items that Sally might encounter in her business. Be sure that the students include cate- 
gories such as total sales {in terms of cash, checks, and credit charges), and total expenses (ih terms 
of supplies, operating expenses, and wages). 
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THE LAWN AND GARDEN SHOP 
' Balance Sheet 
December 31r 19- 



Assets 



Current Assets 
Cash 

Accounts receivable 
Less allowance for 
doubtful accounts 

Inventory 
Total Current Assets 

Fixed Assets 
Land 
Building 

Less ^owance for 
depreciation " 
Equipment 

Less allowance for 
depreciation 
Total Fixed Assets 

- TOTAL ASSETS ' ' 



$ 4,000 
400 



$,#,000 

'5.000 
' 6,000 



$ 1,000 



3,600 
3,000 



$ 5,000 
25,000 
1,000 5,000 



$ 7,600 



$35,000 
$42,600 



Liabilities and Equity 

Current Liabilities 
Accounts payable $ 3,000 
Nottfs payable 500 

Total Current Liabilities $ 3,500 

Long Term Liabilities 

Mortgage $16,100 
Total Long Term 

Liabilities $16,100 

Total tiiabilities $19,600 



Equity v 
Owner's equity $23,000 



TOTAL LIABILITIES 

AND EQUITY $42,600 



Total Sales 
Cash sales 
Credit sales 

Total Revenue 



THE LAWN AND GARDEN SHOP 
^ Income Statement, 
For Period Ending December 31, 19- 



$15,000 
20,000 



Cost of Goods Sold 
Beginning inventory 
Purchases 

Cost of goods available for sale 
Less ending inventory 
Cost of goods sold 



Gross Margin 



$ 4,000 
25,000 



$29,000 
3,000 



$35,000 



/ 

$26,000 
$ 9,000 . 
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Expenses 

Salaries and wages 

Utilities 

Advertising 

Depreciation 
Total Expenses 

Net Profit Before Taxes 
Estimated Income Tax 

Net Profit 



$ 3,500 
« 700 
600 
200 



$ 5.000 

$ 4,000 
1,100 

$ 2,900 



Solution: 



Ratio 
a. n^t profit 



The Lawn and 
, Garden Shop 



quity 



b. net profit 

sales 

c. sales 
equity 

d. total revenue 
average inventory 

e. average collection 
~" period 

f . current assets • 
current liabilities 



^2. 



6% 
8.3% • 
1.5% 
10 times 
38 days . 
2.2 



Industry 
Average 



14.9% 
5.0% 
3.4% 
9.7 times 
45 days 
. 2.2 



2. The following strengths and weaknesses of the Lawn and Garden Shop are based on the infor- 
mation obtained from the ratios calculated: 

a. The net profit to equity ratio shows that the return on investment for the Lawn and Garden 
Shop is lower than the industry average. This low return dri investment can be caused by 
(1) a low gross margin or high operating costs, (2) a low volume of sales relative to the value 
of the investment in the business, or (3) a combination of both of these factors. 

b. The net profit to sales ratio shows that the margin of profit is very satisfactory relative to 
the industry as a whole. It can be assumed that the Lawn and Garden Shop has a sound 
pricing policy and that operating expenses have been kept in line. 

c. The sales to equity ratio shows that the volume of sales relative to the amount invested in 
the business is low compared to the industry average. This low figure is the reason for the 
somewhat low return on investilient obtained by the Lawn and Garden Shop (all other 

, ratios are satisfactory). In order to increase the sales to equity rat;io, either more sales must 
be generated or investment in assets must be reduced. 
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Answer to individual activity 
Net loss of granting credit = $430 



Case Study 

1. The basic credit management problem is that the managers of the sports store are aware of the 
need to provide credit of some type, but they don't have the capital available to extend large 
amounts of credit for a long time or to large numbers of customers. 

2. Several important facts are the following; 

• Most of the customers are likely to expect credit since the other sports stores in the area 
offer credit. \ 

• While some of the products may be low profit items, some olf the products are profitable 
enough to allow some margin for carrying credit. 

• Establishing a good sales record seems to be^a high priority for the business. 

• Much of the capital is already tied up. ' ^ 

3. Some possible solutions are— ^ ,v 

a. to offer direct credit only to chosen customers, 

b. ,to honor one established credit card, 

c. to honor several established credit cards. 

4. Possible results are— 

a. that some customers will be lost through refusal to give them credit, 

b. that some customers won't have that particular credit card, 

c. that the business will pay a large amount in fees to the credit card companies. ; 

5. One possible answer is to use an established credit dard and to take advantage of its collection 
services and its assistance in checking customer credit. 

6. Since you would generally qeed to pay withirva month for your inventory replacements, you 
might want to requhre payment in full within thirty days. Your credit limits might be quite 
low, but credit might be extended to many people who might qualify after a credit check. 
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Case Study 

1. Examples of some risks that Jim faces. ^ ^ 
a. Delivery vehicle m.ay wreck. 

b! Robbery is more likely with the late hours Speedy Pizza is open. 

c. He may accept payment with "bad" checks. " . 

d. There may be the possibility of employee theft. . ^ 

e. Additional crimes may occur (i.e,, burglary). r 

f. Customers may hurt themselves at the restaurant, ^ 

2. Speedy Pizzh is probably more susceptible to robbery than any other business crime. This is 
due to the business being located in a small shopping ^ter and stayii^g open after all the other 
stores have closed. 

3. Jim's insurance coverage is not adequate. He needs to purchase fire insiUrance oil the business 



contents in addition to casualty and liability insurance. He will also ijRd liability^ and collision 
insurance for his delivery vehicle. 
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Note to Instructor: » , - 

This section contains Ihe questions and suggested answers to be used as an assessment of 
student competency at the completion of each module. These questions are the same as 
found at the end of each module. 
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Unitl 

" . • L0vell 

Directions: Re^ the following assessment questions to check your 
own knowledge of the information in this unit. When you feel 
prepared, ask your instructor to assess your competency on them. 



1, 



How does the Small Business Administration define a small 
business? 



2) What are the traditional smgll business industries? 

3. What does ScHumpeter call "enterprises" and how do they 
contribute to the economy? 

4. How do small businesses contribute to the American way of 
life? 

5. What are some of the major factors contributing to the 
success of a small business? 
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1. The SBA*s definition of a small business is one that is individually owned ,and operated and 
that is not dominant in its field of^operation* Additionally^ the SBA defines small businesses 
by number of employees and anniial sales revenues. The particulars vary depending on the , 
industry in question. ^ - ^ 

2. The four major types of small business are wholesaling, services, retailing, and manufacturing. 

^ 

Schumpeter calls "enterprises" the combinations of business established by individuals outside 
the circular flow of normal business transactions. These contribute to the economy by the 
creation of hew products and services which create new wealth in the economy. 

Small business is the prii\cipal "creator" of new wealth through its attraction for entrepreneur- 
ship. It also provides jobs for over 48 percent of the work force as well as supplying products 
and services to big business. It generates 66 percent of all new jobs in the workforce. 

Some of th^most common reasons for business success might include an experienced entre- 
preneur; a good market position; sufficient capitalization; prior business i^nning; prior self- 
analysis of the entrepreneur's strengths and weaknesses; use of outside help to complement^ 
entrepreneur's weaknesses. 
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ASSESSMENT Directions: Read the. following questions to check your own 

' ' knowledge of, the information in this unit. When you feel prepared, 

, ask your instructor to test you on them. 

•1. How does the economy grow? 

' ~ 2. How is* entrepreneurship linked with the needs of the 
marketplace? 

3. Can the "common good'' be effectively served, in an economy 
based on capitalism? 

4. What is entrepreneurship? ^ . 

5. What three types of skills are needed to run a company 
successfully? * 

6. What are sjjjne of thB personality traits that successful 
entrepreneurs have? 

7. What are some of the advantages of owning yoUr own ' 
business? 

8. ^What are some of the disadvantages of self-employment? 

' / • 9. What are some of the advantages and disadvantages of being 

^ an employee? 

10 What are some of the major reasons that successful 
entrepreneurs have for starting their own businesses? 

W, Do successful entrepreneurs show a need and a skill for 
creativity and inventiveness in their jobs? Explain why 
entrepreneurship offers a place to use these kinds of skills.? 

12. List the entrepreneurial skills and traits you hayg^at you've 
developed through your personal interests, schooling, or job 
activities. 

♦ 
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1. New wealth is created by inventions and sales of: new products, processes, resources, or new 
combinations of these elements. 

2. Successful entrepreneurship requires the introduction of products or services that fill a need in 
the marketplace. ' 

3. The furthering of the "common good" can result from a free enterprise, capitalistic economy 
when those '^higher'* needs are expressed by the marketplace and fulfilled by entrepreneurs. 

4. Entrepreneurship is the element of the American economic system that produces tomorrow's 
goods and services, at some risk to the entrepreneur, in anticipation of future market needs. 

5. The three areas of skills needed to run a successful business venture include affective, cognitive, 
and manipulative skills. 

6. Successful entrepreneurs exhibit: tough-mindedness; a willingness fo wgrk hard; a high degree 
of self-confidence; a willingness to take reasonable risks; flexibility; creative understanding of 
the needs of the marketplace; a sense of long-term goals; problem-solving skills; a desire for 
profit; and enthusiasm about their work. 

7. Some of the advantages of owning your owa business are: more money ; independence; satis- 
faction of a personal need to achieve or compete; responsibility; ability to utilize creativity 
and innovativeness. \ 

8. Some of the disadvantages of self-employment can be: economic failure; being beaten out by 
competition; involvement with government regulations and red-tape; working long hours; and 
high risk of investment capital. 

9. Some advantages to being an employee could be: safe income; regular hours; guarjinteed vaca- 
tions; fringe benefits; self-satisfaction of working for a successful company. Some of th^ dis- 
advantages of being an employee could be: restricted salary increases; lack of job security in 
later years; lack of job security in a recession; need to relocate at the desire of the companjj; 
and mandatory retirement. ' ^ * 

10. Some of the major motivations expressed by successful entrepreneurs include: need to achieve; 
to be independent; to use creativity and innovativeness in daily work effort; and, need to com- 
pete. ' 



11. 



FRir 



Successful entrepreneurs exhibit a high need for and skill in using creativity and innovativeness. 
Being an entrepreneur offers a unique opportunity for the expression of creativity and inri\>va- 
tiveness in that starting £md running a new business is an acl of creation and every decision can 
be the source of creativity and/or innovation. . 

12. The student should be able to give specific examples of having been or of being: tough-minded 
in making decisions that were based somewhat on intuition; a hard worker in completing a 
challenging and rewardmgtask; self-confident; a reasonable risk taker in endeavors that allowed 
some degree of control of the results by the student (not pure chance or lottery-type risks); 
flexible in deajing with the various facets of life or career; understanding of other people's 
needs; a long-term goal getter; an adept problem solver; motivated to make a profit from their 
endeavors; and/or entHusiasti6in their intensity and focus for accomplishing goals. ; * 
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' ' • ' Unit 3 

Level 1 

ASSESSMENT . Directions: On a separate piece of paper, number from 1 to 16. Select 
the best answer for each of the statements below. Write the letter you 
select next to the number on your sheet of paper. 

1. The primary reason for developing a Business Plan -is— 

a. to determine whether the proposed business promises to be 
profitable. ^ 

b. to provide records for federal income tax returns. 

c. to help entrepreneurs decide how to go about purchasing a 
franchise. 

2. Lending agencies (like banks) revieji^BusinessTlans— 

a. in order to open a new account for the proposed business. 

b. in order to provide a credit rating* for the new business. 
c» in order to determine whether to lend money for a new 

business. 

3. Once a Business Plan is conipleted— . 

a. it is too late to make adjustments before the business opens. ^ 

b. the business location is firm. 

c. changes are still possible on paper before the business 
opens. 

4. A Projected Income Statement— 

a. estimates how profitable a business will be. 

b. identifies sources of investment money for ydur business. 
• c* is a guide to follow in managing your business. 

Complete the following statement by filling in the blanks (write your 
answers on your sheet of paper): 

5. The financial part of a Business Plan answers two major 
questions: 

a. 

b. 
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Identify the parts of a Business Plan by nnatching the parts in the 
right-hand cojumn below with the questions in the left-hand column. 
Place the correct letter from the right column on your sheet. The 
numbers of the questions should match the numbers on your sheet of 
paper. The parts may apply to several questions. 



6. How shall we 
attract customers? 

7. What shall we 
sell? 

8. What is the 
competition? 

9. How much will it 
cost to get 
started 

10. Is additional 
money needed? 

IL What will our 
. expenses be? 

12. Who will buy our 
product or service? 

13. What will our sales 
volume be? 



14. Where shall ^ve locate - 
the business? 

15. Does the business 
promise to be profitable? 

4 

16. What form of organization 
is best for us? 



a. Marketable product 
or service 

b. Marketing plan 

c. Financial plan 

d. Organization plan 
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Unit 3 
Level 1 



MODEL ASSESSMENT RESPONSES 



Multiple Choice Questions I 

1. a. The reasons in b. and c. are not in any way appropriate. ' 

2. c. The reason banks review Business Plans is to determine whether the business promises to be 

prof itable; so they can assess the risk involved in lending the entrepreneur money. 

3. 0. One of the benefits of the Business Plan is that it calls attention to the places where adjust- 

ments. are needed while the plan is still on paper. 

4. a. The Projected Income Statement estimates sales, cost of goods sold, gross profit operating 

expenses, and net profit-4n order to anticipate how profitable the business promises to be. 

5. a. How much profit does the business promise to make? 

, b. How much money does the entrepreneur need to open and operate the business un^liit 
shows a profit? 

Matching Questions ^'^^ 
The questions should be classified into categories, as follows: 



a. Marketable product or service 

b. Marketing plan 

c. Financial plan 

d. Organization plan 



6. How shall we attract customers? 

7. a. What shall we sell? 

8. What is the competition? 

9. ^ How much will it cost to get started? 

10. ^ Is additional money needed? 

11. c_ What will our expenses be? 

12. Who will buy our product or services? 
j^l3- ^ What will our sales volume be? 

14. Where shall we locate the business? 

15. c_ Does the business promise to be profitable? 

16. jd_ What form of organization is best for us? 
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• ^ " Unit4- . 

Level 1 

ASSESSMENT Directions: Read the following assessment questions to check your 
own knowledge of these topics. When you feel prepared, ask your 
instructor to assess your competency on them. 

'Explain in one or two paragraphs each of the following statements: . ^ 

1. Technical assistance provides the entrepreneur with, access to 
experience. 

2. All the tasks the entrepreneur will need to perform can be 
classified into two broad categories. 

3. The most comprehensive franchises provide much of the 
technical assistance needed by the small entrepreneur. 

4. Although franchises often provide a great deal of technical 
• assistance, they also limit your freedom to be your own boss. 

5. For many years, farmers have found that joining a 
cooperative is a good idea. 

6. Some companies employ a buying group topurchase products 
for them in central markets. ' . . _ 

7. Business associations'usually hold meetings and annual trade 
shows that can provide technical assistance to members. 

8. A number of federal government agencies provide 
information to entrepreneurs at little or no cost. 

9. Entrepreneurship education is a growing field of study today. 

10. A listing of sources for technical assistance would be 
incomplete without mentioning your competitors as a source 
of help. 

11. Opening or managing a small business will demand the 
services of professionals from the community. 

12. Some professional services will be available without charge 
because the technical specialist wants to sell you a product or 
service. 

13; Publications are an effective way of keeping up to date with 
thanges in technology within your industry. 



. For further information, consult the lists df 'sources in the Resource 
' Guide. 



173 



ERiC. 



154 



Unit 4 
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MODEL ASSESSMENT RESPONSES 



1. Technical assistance provides the entrepreneur with access to Experience. As the entrepreneur 
begins a new business, he or she will probably not have all the knowledge or skills needed to 
open and be successful. This is not unusual. Being aware of the wealth of technical assistance 
available is like having experienced advisers standing by to help you solve every problem. . 

2. All of the tasks thfe^ntrepreneur will need to perform can be classified into two broad cate- 
gories. The two broad categories are: (1) the tasks you must do before the business opens and 
(2) the things you must do after it is operating. Before the business opens, you need to decide 
whether you would be a good entrepreneur, to identify a promising business opportunity, and 
to develop a business plan. After the business is operating, you need to manage the busine3S. 

3. If you own a franchise, you will be provided with much of the technical assistance needed by 
the smjJl entrepreneur. These franchises provide your firm with its name, the logo, the manu- * 
facturing process, the advertising and sales promotion plan, and the operational plan.. 

4. Although franchises often provide a great deal of technical assistance, they also limit your 
freedom to beyour o\vn boss. The entrepreneur must operate according .to the requirements 
of the franchise. The more assistance you get from thje franchise, the less free you are to do 
your own thing. This may be frustrating to the entrepreneur who is creative and wants to try 
out new ideas. ^ , 

5. Farmers, because of their feolation and limited staff, and b'fecause they are often located a good 
distance from where their products are sold, often. find it to their advantage to join wfm other 
farmers in a cooperative. Membership in a cooperative allows them to store their products in 
large quantities and save storage costs. It also provides a marketing outlet and allows them to 
share sales promotion costs with other farmers. 

6. Some companies employ a buying group to purchase products for them in central markets. 
Because of fast changing styles or perishable produce, some purchases must be made quickly 
by buyers who are on the spot at the moment a product becomes available. Since it is usually 
impossible for each company to have a buyer in tlfie marketplace, the company owner may 
join a buying group. The buying office employs buyers in the central markets who purchase 
as instructed by the member companies. 

7. Business associations usually hold meetings and annual trade shows that can provide technical 
assistance to members. These events are excellent ways to keep up with what is new in your 
industry and for talking to competitors and suppliers who can help you find answers tp your 
problems. • 

8. A number of federal government agencies provide information to entrepreneurs at little or no 
cost. The Small Business Administration devotes all of its vast staff and resources to helping 
small business owners. The U.S. Department of Con^merce provides a number of helpful pub- 
lications and helps minority individuals develop their business plans and find the money to 
open their businesses. 

9. Entrepreneurship education is a growing field of study today. Hundreds of courses are spring- 
ing up in secondary and postsecondary schools, in vocational and technical schools, and in 
universities and colleges. Several private institutions for prepariiig entrepreneurs have sprung 
up recently. 
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Unit 4 
Level 1 



10. ' A listing of sources of technical assistance would be incomplete without mentionmg your com- 

petitors as a source of help. The value of "talking it over" with someone who is also in the 
business can provide outside opinions to aid in decision making. Successful competitors may 
not want to share all their secrets with you, but they are usually pleased to help you with most 
technical matters. 

11. Opening or managing a small business will demand the services of professionals from the com- 
munity. The Entrepreneur will need the help of a banker or investment firm representative to 
advise on financing the business. The leg^ aspects of the business should be handled, by a law- 
yer. Accountants are needed to set up recordkeeping systems, to develop financial records, 
and td prepare income tax returns. Professional consultants are needed for technical assistance 
related to manufacturing, marketing, financing, or managing. 

12. Some professional services will be available without charge because the technical specialist 
wants to sell you a product service. Business representatives such as bankers, insurance 
representatives, and suppliers do not charge for the advice they give you because they are 
hoping you will be grateful for their assistance and become their customer. 

13. Publications provide an effective means of keeping up to date with changes in technology 
within your industry. Becaifee they are published monthly or annually, they will be more 
likely to contain the latest methods for your industry. Books that are published recently 
must include up-to-date technology if the publishers expect to sell them. 
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Unit 5 
Level 1 

ASSESSMENT Directions: Read the following assessment questions to check your 
own knowledge of the information in this unit. When you feel ^ 
prepared, ask your instructor to test your competency on them. 

1. Identify the five types of ownership discussed in thi^ unit. 

* \ ' 2. Identify at least two advantages and disadvantages of each 

type of ownership (excluding cooperatives) discussed in this 
unit. 
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Units 
Level 1 



' MODEL ASSESSMENT RESPONSE 

c 

ADVANTAGES/DISADVANTAGES OF TYPES OF OWNERSfflP 



FORMS OF OWNERSHIP ADVANTAGES ' DISADVANTAGES 

Sole Proprietorship \^ 

2. 

3. 
4. 

5. 
6. 



Partnership 


1. 


Ease of formation 


1. 


Unlimited liability 




2. 


Low start-up costs 


2. 


Lack of continuity 




3. 


Additional sources of venture 


3. 


Divided authority 






capital 


4. 


Difficul^ty in raising addi- 




4. 


Broader management base 




tional capital 


/ 


5. 


Possible tax advantage 


5. 


Difficulty in finding suitable 


% 


6. 


Limited outside regulation 




partners ' 



Low start-up costs 
Greatest freedom from regu- 
lation 

Owner in direct control 
Minimal working capital 
requirements 

Tax advantage to small owner 
All profits to owner 



1. Unlimited liability 

2. Lack of continuity 

3. Difficulty in raising capital 



Corporation 


1. 


Limited liability 


•1. 


Close regulation 


Nat 


2. 


Specialized management 


i 


Most expensive form to orga- 




3. 


IVansferable ownership 




nize 




4. 


Continuous existence 


3. 


Charter restrictions 


It 


5. 


Legal entity 


4. 


Extensive recordkeeping 




6. 


Possible tax advantages 


5. 


Double taxation 




7. 


Ease of raising capital 






Franchise • 


1. 


Smaller than usual capital 
investment 


1. 


Possible high franchisor fees, 
supplies, and charges 




2. 


Less working capital than nor- 


2. 


Some loss of independence 






mally required . 


3. 


Possible difficulties in can-^ 




3. 


Prior public acceptance of 
product or service 




celling contracts 




4, 


Management assistance ^ 






5. 


Better than average profit 
margins 







SOURCE: Adapted from Kuebb«ler, Gary L. Going into ^usineu for Younelf. Columbui: Ohio Distributive Educa- 
tion Material* Lab., The Ohio State University, n.d. 
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Unite 
Level 1 

ASSESSMENT . Directions: Read the following assessment questions to check your 
own knowledge of the information in this unit. When you feel 
prepared, ask your instructor to assess yoqfr competency on them. 

1. Explain why businesses should be concerned with customer 
satisfaction. 

2. Explain what marketing is. 

^ 3. List the eight major functions of marketing. 

4. Describe the responsibility of consumers when they buy 
products or services from a business. 

5. Discuss the effect of the "free^ market system on decisions 
made by businesses and decisions made by consumers. 
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1. * Businesses are in a buyer'^ market. In order to get customers to buy their products and pay 
^ reasonable prices, businesses must understand customer needs- Satisfied customers will con^ 

tinue to return to the business to buy more products. 

2. Marketing includes all of the activities involved in exchanging products and services between 
producers and consumers. 

3. Product development, exchanging, transporting, storing, financing, pricing, communication, 
and information analysis. 

4. Customers may be responsible for providing some of the marketing functions. They need to 
help businesses determine what to produce and sell by informing business people about what 
they like and don't like. 

5. The free market system may not be efficient because businesses can produce any product they 
choose and consumers can spend their money in any way they choose. Supply and demand 
determines what products will be successful and what prices will be charged. 
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% Unit .7 ^ 

Level 1 

ASSESSMENT Directiops: Read the following assessnnent questions to che^jk your 
. owi^knowledge of the information in this unit When you feel 

\ - ^ prenared, ask your instructor to assess your competency in these 

■ areag^ 

^ . 1. Explain the importance of selecting the right business site. 

2. List at least three general and three specific faptors to 
consider when selecting a business location. 

3. What factors determine how appropriate the five types of 
business locations are for a specific business? 
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Unit? ' 
Level 1 

MODEL ASSESSMENT RESPONSES - ' 

1. Selecting the right business site is important because studies have indicated that location is one 
of the major factors contributing to business'success. A go^d business location will increase 
, sales and reduce overall operating costs. Selecting the right business site' is important since it 
irfay be made only onc\e in the life of the business. " 

2/ Three general factors to consider when selecting a business location are economics, population, 
and competition. Specific factors to consider include the, type of business and the nature of 
the pfoduct. Retail, yrholesale, service, and manufacturing firms each have unique location^ 
cpnsideratiorfis. Different types of consumer goods, services, and industrial product affect the 
suitability of business locations. ' - 

3. The first factor that determines the appropriateness of the four types of business locations is 
the type of business. Retail and service firms are successful in central shopping districts, neigh- 
borhood shopping areas, and shopping centers. Wholesalers and manufacturers are not as suited 
to these areAs. The outskirts of towns and cities or industrial parks are more suitable for these 
businesses. A second factor to consider when Evaluating business locations is the nature of the 
product. Some producja and services must be provided at the customer's residence or place of 
business while otherswe best provided at the seller's business. Businesses selling product^ and 
services of the former type need not be as concerned about attracting customers. 




Units 

' ' ^ Ireyel 1 

ASSESSMENT t)irections: Read the following questions concerning financing the 

> ^ business. They are for you to check your knowledge about thi^ topic. 
When you feel ready, ask your instructor to assess your knowledge on 
them. 

* 

1. Explain the importance of financing to the success of a new 
business. 

2. List the three main types of costs and expenses that ^re 
necessary to start a new business. 

3. Explain the two major methods of financing a new business. 

4. Identify the various sources for obtaining the money needed 
to finance a hew business, 

5. List the three financial statements that should be included in 
^ a business plan. \ ' 
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MODEL ASSfeSSIifENT RESPONSES 



1. For any business to succeed, it iMist be properly financet}. Money is needed to establish the 
proper location, construct the proper facility, buy the necessary merchandise, purchase adver- 
tising, and. many other essential supplies and services. * 

2. The three main types of costs and expenses that are heqessary to start a new business are 
start-up costs, operating expenses, and personal expenses. * 

S.^Trhe two major methods of financing a business are equity financin^personal investment) 
and debt financing (borrowing). . ^ 

4. Equity ^financing comes from personal savings of the owner, family, friends, partners, sale of 
stock, and venture capital. Debt financing possibilities include any person or organization that 
lends monQT (banks, credit unions, finance companies, life-insurance companies, savings and 
loans, etc.). Government agencies make small .business loans. Answers may include franchises, 
trade credit, factors, and any other creative source of funding. 

5. The three financial statements that should be included in a business plan are the profit and 
loss statement, the cash flow statement, and the balance sheet. 
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Units 

» ' . , Level 1 

Directions: Read the following assessment questions to check your 
own knowledge of these topics; When you feel prepared, ask your 
instructor to assess your competency on them. 

1.^ Describe why a basic understanding of legal issues is 
important to the small business owner, 

' 2. Define the term ^^contract" 

3. Identify the conditions that call for a written contract. 

• , • ■> 

4. Name the five essentials of a contract, Describe what is 
meant by each essential. . . ' - 
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, 1. The small business owner needs to develop'a basic understanding of personal and professional 
lega^ obligations. In addition, the small business owner needs to know when to seek legal 
advice and where to get it. 

2. A contract is a mutual agreement made between two or more persons that is valid and enforce* 
able by law. ^ 

3. a. Any contract for the sale of land 6r an interest in -land, 

b. Any contract that'wijl not be performed within one year. 

c. • A promise by one pferson to pay the debt of another. 

d. Any contract that involves the purchase of real property valued at $500 or "more. 

4. The five essentials of a contract ar^: agreement, consideration, contractual capacity, legality, 
and reality of consent. ^ 

a. Agreement refers to a reasonably definite understanding between the parties. Intent to con- 
tracts retasonable definiteness, and communication are nepessary for this essential. 

b. Consideration is something of value that is given to the offeror by the offeree. 

c. Contractual capacity refers to the ability .to enter into a contract. Minors anii individuals 
who niade contracts during periods when they were judged insane or were so intoxicated 
that they did not-underst^d the terms of the contract can void such agreements. 

d. Legality. Contracts in violation of the law are not 'enforceable. 

,e. Reality of consent is missing when the agreement is tainted with fraurf, innocent misrepre- 
sentation, or mistakes. * " ^ 
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Unit 10 
Level 1 

Directions: Read the following, items to check your own knowledge of 
these topics. When you feel prepared, ask your instructor to test you 
on them. 

1. Summarize the importance of government rules and 
regulations that affect small business owners. 

2. Identify who makes the regulations, 

3. Describe the effects that regulations have on small b^usine'sses. 

4. List at least three groups protected by the government 
regulations. 

5. Explain the use of licenses and permits. 

6. Explain at least two types of taxes at the federal, state, and 
local levels that affect small businesses. 
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MODEL ASSESSMENT RESPONSES 



. !• Government rules and regulations are important to small business because-: 

a. a purpose of regulations is to maintain a healthy business environment, 

b. all levels of government act as sources of regulation, 

c. the impact on small business is felt in the paperwork and cost burden of regulations. " 

2. The source of regulations is the government. Federal, state, and local governments develop and 
enforce regulations in their jurisdictions. ^ , 

3. Regulations have a positive impact on small business. The encouragement of fair competition 
b.important to small business. A major negative impact is the large amount of paperwork and 
the costs involved in following the regulations. 

4. The governmental regulations are written to protect (1) competition, (2) employees, (3) con- 
sumers, (4) the environment. 

5. Licensees and permits are used to control the entry and operation of businesses in many com- 
mercial ventures. Licenses and permits are commonly required in fields where the health and 
safety of the public are concerned. Licenses and permits are required in fields where competi- 
tion is- restricted. Cable television, telephone companies, and radio stations are examples. 

, 6. 'Federal taxes would include: Social Security, individual income, corporate incojne, and pay- 
roll. State taxes would include income, sales, and unemployment. Local taxes would include 
•property,' income, sales. . . * 
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: Unit 11 
Level 1 

ASSESSMENT Directions: Read the following assessment questions to check your 
own knowledge of the information in this PACE unit. When you feel 
prepared, ask your instructor to assess your competency. 

1. Identify the manager's primary task in a business. 

2. Identify the five steps in the decision-making process. 

3. Identify how and where »an entrepreneur can get the 
information needed to make informed decisions, 

" 4. Name and describe 'the functions of management , 

5. Identify rewards that management offers potential / 
entrepreneurs. * . "\ 
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MODEL ASSESSMENT RESPONSES 



7 



1. The manager's primary task is to plan and direct the work of others in a way that allows the 
business to reach its goals. - • 

2. Steps involved in making business decisions include the following: (a) identify the problem, 
(b) define alternative solutions, (c) gather facts about alternatives, (d) evaluate alternatives to 
pick the best solution, and (e) formulate a plan of action. 

3. To make decisions, entrepreneurs can get needed information by brainstorming, asking col- 
* leagues, conducting market research, and hiring a consultant. 

4. Management functions include the following: (a) planning the work— setting goals and objec- 
tives, (b) organizing the work— tasks to be performed, people and equipment needed to imple- 
ment plans identified, (c) directing— putting the plan inta action, and (d) controlling and 
evaluating work-nnonitoring the effectiveness of plans. 

5. Management offers entrepreneurs (a) the personal satisfaction realized from the successful 
operation of their business because of their own*decisioiis, (b) the'ability to exercise all of ^ 
their managerial skills and talents, not just those skills required to do a single job, and (c) the 
opportunity to deal with a wid^ variety of people on different levejs. The inherent rewards 
include freedom to make decisions, challenge of being in control, and the possibility of 
unlimited success. . ' 
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k . . Level 1 

ASSESSMENT Directions: Read the following questions concerning managing human 
resources. They are provided for you to check your knowledge about this 
topic. When you/feel ready, ask your instructor to assess your knowledge , 
on them. \ , , ^ . 

1. Define human resource management. 

2. Explain the importance of human resource management as it 
relates to the success of a business. 

3. Identify at least six responsibility areas that make up human 
resource management. 

4. Describe the obligations employers have to employees. 
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1. Human resource management is the process of planning, organizing, directing, and controlling 
all the activities that involve employees and promote their productivity. 

2. Human resources are a costly resource that determines the success or failure of a business. Th^ 
employees of a business (also known as the human resources) are the key to success or failure 
of that organization. The quality of their work determines whether the business^has a good 

or poor image. At the same time, most small businesses must use a large part of their profits 
to pay the employees who keep the business running. The entrepreneur must get his or her 
money's worth from the employee, or the business may lose money and have to close. In gen- 
eral then, human resource managem^t is important because of its direct and indirect effects 
on the success of the business. Without productive employees, it is difficult for a business to 
succeed. " • 

3. The six major responsibility areas that make up human resource management are (a) hiring and 
placing new workers, (b) training workers to be productive, (c) compensating workers for their 
efforts, (d) helping workers maintain and improve their performance, (e) evaluating workers' 
performance, and (f) building relationships with workers. " 

4. There are many laws regulating a business. However, regardless of occupation, certain basic 
employment guidelines are established by law. Here are those guidelines: 

• The employer must provide a reasonably safe and suitable place for employees to perform 
their jobs. What constitutes a "reasonably safe and suitable place** should be determined by 
the nature of the work and the dangers that are common to that particular job. An employee 

» should not be exposed to undue risks and dangers. ^ 

• The employer must provide employees with safe and suitable tools, machinery, and appli- 
ances to uselin completing their assigned jobs. If dangerous^achinery is used, appropriate 
safeguards must be taken. The employer must instruct inexperienced employees on the use 
of dangerous machinery and the risk involved in careless use. < 

• The employer must have a work staff that is largQ enough to handle the work'load. Nothing 
will ruin employees* work attitudes faster than being assigned more work than they can 

; Complete.' 
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Unit 13^ 

* ' . Level 1 

ASSESSMENT Directions: Read the following assessment questions to check your 
own knowledge of the informatioi/in this unit. When you feel 
prepared, ask your instructor to assess your competency on them. 

, 1. Define promotion. - ^ 

'2. List the five major promotional methods and describe one 
advantage of each method. 

3. Justify the following statement: "Promotion needs to be 
planned at the same time that other marketing decisions are 
made." - . 

* 4. List, in order, the five steps involved in promotional planning 

and give an example of each step. 

5/; Describe the need for an effective public relations program 
for a new small business. ^ 
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MODEL ASSESSMENT RESPONSES 



1. All of the activities of a business that inform consumers about products and serviceis. 

' 2. Advertising-^delivers messages to large numbers of people at a low cost. 

Personal selling— delivers specific messages to meet the needs of individuals. 
Sales promotion— provides direct incentives to customers to encourage them to purchase. 
Publicity-provides information to consumers at almost no cost. 
Public relations— maintains a positive image of the company within the community. 

3. Promotion communicates with consumers about the product or service being sold. As the . 
strengths of a product are identified, promotion should be planned to communicate those 
strengths. 

4. • Decide with whom the company wants to communicate (for ekample, people who have just 

moved into the city). 

• Determine the information they need to make a good decision (for example, locatioti of the 
business and type of products sold). 

• Select the methods to use (advertising). 

• • Select the best media (for example, direct mail). 

• Set the budget (for example, $750). 

6. A public relations program helps to develop a positive image for the business in the commu- 
nity. If a public relations program is not developed^ the business will be unable to control the 
type of image it receives. 




Unit 14 
Level 1 

ASSESSMENT Directions: Read the following assessnnent questions to check your 
own knowledge of these topics. When you feel prepared, ask youi* 
instructor to assess your connpetency on them. 

1. Discuss why selling is important to every business. 

2. Custoniers are motivated to make purchases for many 
reasons. Describe the differences between basic needs and 
secondary wants. 

S."* Describe some of the characteristics needed by the 

" salesperson to sell product(s) and/or service(s) successfully. 
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1. -'Entrepreneurs shTquld understand the importance of selling. It affects all types of businesses. In 

today's market, entrepreneurs sell ideas, s^irvices, products^ and personalities. If a fitm cannot 
sell its products/services, it will not make a profit, and the business will fail. Whether-^or not a 
business is^uccessf ul is deterpiined by its profit or loss. ' . ' ' 

2. Both basic needs and secondary wants may be' classified as buying motives. However, there are 
.differences between the two. Basic needs may be thought of as essential to our hui!^n nature. 

' Everyone' has basic needs that must be met. Thfese, needs include food, water, rest, security, r 
self-esteem', social heed for love and affection, etc. On the other hand; secondary wants are 
buying^motites tha^t have been learntd. These motives include a desire for such things as bar- 
gains, convenience,, efficiency, dependability, style, cleanliness, etc. ' , ^ / y 

3. There are many characteristics of successful salespeople.. Successful salespeople have the abil- 
ity to get along well with |)eople. They have a desire to serve others, and make every effort to 
satisfy their customers. They aj^^le td tailor their selling techniques to the, personalities of 
the prospective buyer. They have respect for, each customer'^ needs and wants. 

Successful salespeople usually demonstrate such attributes as pride, dependability, initiative, 
and honesty. They also have the ability to communicate. This ability comes from gaining 
expferience, assessing your strengths and weaknesses, and knowing about the product or ser- 
vice you are selling. * ' . . ^ ^ . ^ 
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' Unit 15 
Level 1 

ASSESSMENT ^ Directions: Read the-following questions to'check your own 

knowledge of the information in this unit. When you feel prepared, 
ask you.r instructor to te§J you. 



1. Describe why a small business firm' needs to keep records. 

2. Identify six elements of a sound recordkeeping system. 

3» Explain the difference*between a single-entry recordkeefting 
system and a double-entry system. 

^ 4» Use the following mformation to complete the bank 
reconciliation statement shown iirfifigure 7- Write your 
answers on a separate piece of paper. ^ 



Banic statement balance 
Deposits not credited ^ 



Outstanding checks 



Balance shown on the 
last ch^ck stub' 

Bank service charge , 



$2,760.00 



% 780.00 
«40.00 
940.00 



r 



$50.00 
1,002.00 
35.00 

$4,035.00 
$2.00 • 



lANX I1CONCIUAT10N irXTDCSNtr 



■tr 



0 



s 5. Specify the information that should be ihcluded on an - 
accounts receivable record* 

6- Identify and describeNthe basic information that employee 
records should included 
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Unit 15 
Level 1 



MODEL ASSESSMENT RESPONSES * 



1. Records are needed to— v _ , 

• keep in touch with the day-today, week-toweek, and month-to-month operations of the 
business; 



*• help spot business trends such as peaks and valleys in sales, operatijig costs, inventory levels, 
and credit totals; *' 

I. 

• help keep control of costs and develop realistic, tompetij;ive, profit producing prices, help 

• plug profit drains such as thrft, inadequate cost controls, and other factors; 

• obtain *financing from banks, or other lending institutions; 

• fulfiU tax and other llgal obligations; 

/ ■ • ■ ■ 

• provide information for business investors, potential investors, or perso'ns who might wish 
to buy the business; - * ^ 

• control investments in inventory, accounts receivable, buildings, and equipment. * 

Six elements of a sound r^ordkeeping system are that it be simple to use, easy to understand, 
reliable, accurate, consistent, and designed to provide information on a timely basis. ' \ \ 



A single-entry bookkeeping system records transactions only once. Double-entry systems ' 
involve recording each item in two different places (such as ledgers^ journals, or cards) and \^ 
in two different ways (by means of a debit and credit). - • . * ► ^ 

4. Have the students check their figures against those in figured. . #^ 

5. The 'accounts receivable record should include it6ms such as the customer's name, address, and 
phone; the^ateand amount of each credit transaction; the date and amount of any payments; 
and 'the current account balance* * . 

6. Employee records should include the following: " ' . ^ 

t 

• Total hotirs worked ' ^ ^ 
^ Total wages earned , ^ . . ' 

• Overtim^eamings 

• Deductions 

• "State unemployment insurance 



• State Tdisability insurancj^ 

• Federal* income taxes 

• . Social Security .twees 

• State and/or local taxes * 

• Other deductions 
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Unit 16 
Level 1 



ASSESSMENT Directions: Read the following assessment questions. When^ 
prepared to respond to them, ask your instructor to asses^ 
'competency c * ^ * 

1. t)iscuss thrpe advantages to a busJiness miriager/o.wner of 
preparing a balartfce sheet. ' . • ^ 




• 2. Explain the formula used to prepare a balance sheet. 

3. Identify three examples of current assets and three examples 
of fixed assets. 

4. Give three examples of a current liability and thre^^example^ 
of a fixed liability.' 

s 

5. Give a definition of net worth for k single progri^orship, for 
' a partnership, and for a corporation. ^^^^^ 

• 6. List five major components of a profit and loss statement. 

J. Tell how to calculate the cost of goods sold for a retail 
bu&iness. 

8. ^xplain how the gross margin differs from the the net profit. 

9, Give formula for calculating each of the following financial- 
ratios. . ' ^ 

a. Return on investment 

b. Net profit on sales 

, ' ; c. * Sales to equity ^ 
d. Inventory turnover 
. ei Current ratio 

10. " List three sources for locating fina^ial ratio data 

11. Identify the three electronic information proce^ng activities 
related to financial management. ' ' . * ^ 
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Level^ 



MODEL ASSESSMENT RESPONSES 



Three advant^es of preparing a balance sheet for a man«feer/owner are (a) the availability of 
necessary financial 4ata, jh) the determination of financial strengths and weaknesses of the 
firm, and (c) the pla'finini and taking of necessary corrective action. 

2. The formula for prepmng a balance s^ieet is assets equal liabilities plus net worth. 

\ ^ 

\ * ' * 

3. Three examples of currem assets are (a) cash, (b) accounts receivable, dnd (c) inventory. Three r^' - 
examples of fixed assets M^a) land, (b) buildings, and (€) equro^ ' . . 

4. Three examples of current liabilities ate (a) taxes, (b) loans, and (c) bills due within twelve , 
months. An example of a fixed^ability would be a mortgage due beyond twelve months. 

5. Net worth for a single^roprietorshi^4s the owner's investment. For a partnership it is the 
partner's investment. For a corporatioiHtis the stock investment. ^ ^ 

6. * Five major components of a profit and loss statement include (a) the total sales, (b)'the cost • 

of goods sold, (c) the gross profit, (d) expenses, axtdj[e) net profit. 

7. The cost of goods sold can be calculated by taking a beghming inventory, adding materials or 
products purchased, and subtracting the inventory remain^g at the end of the accounting - 
period. , • ' 



8. . The gross profit differs from the net profit because operating.ex^nses have not been deducted 
9. 



from the gross profit. 
The formulas for calculating the'^ratios are as follows: 



a. Retu^ <^n investment = 

Nef Profit 



Net Profit 
Equity 

b. Net profit on sales = ^^"sd^^^ 

c. Sales to equity 



I 



Equity 



Total Revenue 



10. 



11. 



d. Inventory turnover = Average Inventory ' . 

. ^ . " . Curre nt Assets. 

e. Current ratio = ^^^„^j.j^l,yj^j^ 

Three sources for locating financial ratio data are (a) Key Business Ration {uibllshed by^Dun 
and Bradstreet, Inc., (b) Statement Studies published by Robert Morris Assbcia\^ and 
(c) various trade association^ 

The three electronic information processing activities that relate to financial manij^ement are 
(a) input, (b) manipulation, and (c) output activities. 
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, • . ^ ■ * Unit 17 

Level 1 

Directions: .Review the following statements to check your own 
knowledge of these topics. When you feel prepared, ask your 
instructor to assess your competency on them. 

1. Identify and discuss five reasons why a business would%grant 
credit 'to customers. 

^2. Identify and discuss four factors tHat would infl.uence how . 
easy-going a credit policy should be for a certain type of 
business. 

' 3. ^Explain the three "C" credit evaluation guidelines. Discuss 
' how important each is when evaluating a credit applicant. 

4. List eight types of information thatf could be included on a 
credit application. • ^ 

^ ' 1 . 

5. Discuss three ^)rocedures to foll9^^ wh^n rejecting a credit 
application. ' 

^ 6. Explain four procedures normally followed by a busiiietfe 
when usinga credit card^ptan. 

7. Identify the three parts of a simple formula that can be used 
to calculate the benefits of offering credit.^ ^ 

8. Identify ^ur cTtets that a business may have when granting 
direct credit. ^ 



\ 
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Unit 17 
Level 1 



MODEL ASSESSMENT RESPONSES 



1. Reasons why businesses grant credit to customers include (a) charge accounts create customer 
loyalty, (b) credit customers may be less price conscious, (c) credit customers buy more .freely, 
(d) credit may attract a preferred trade, (e) credit builds goodwill, and (f) credit helps smooth 
out business peaks. , 

2. The discussion regarding how "easy going" a credit policy should be could focus upon (a) poli- 
cies of competitors, (b) the dependence upon credit for necessary sales voiume, (c) the ability*, 
of the firm to handle credit financially, and (d) the tinie available for collection work. 

3. The three credit evaluation guidelines are (a) character, (b) capacity, and (c) capital. Char- 
^ acter is*usually considered to be the most important guideline' of the three. 

4. A credit application contains such information as (a) cunrent address', (b) employment history, 
(c) current position, (d) salary and other income, (e) time on job, (f) job security, (g) monthly 
obligations, and (h) number of dependents. * • . 

* ' 

5. If rejectee! as a credif applicant, a person is generally informed by a tactful letter. Applicants 
ari^told reasons for the denial, or they can request such information if they wish. 

When using a credit card plan the firm (a) may negotiate the charge f 6r service, (b) can have an 
authorization line for the store established, (c) can check with the credit card company con- 
cerning a custoifer's credit standing^ and (d) is responsible to jcheck the authenticity of the 
customer s signature. " ^ , ' ^ 

7. The formula for calculating the benefits of credit is: th ^amount of business that you think 
credit alone brings multiplied by the present net profit youjnade on the business minus the 
^t of providing credit'. * - . v - 

8. Four costs of granting direct credit include (a) billing customers, (b) credit or reference checks, 
(c) credit losses, and (d) money tied up in credit. ' ^ . . 
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ASSESSMENT 



,Unitl8. 

. • , Level 1 

Directions: read the following assessment questions to check your own 
knowledge of this topic. When you flel prepared, ask your instructor 
to assess your competency on the'm. 

1. List and discuss the most common types of crime that 
entreprenfurs face. 

2. Identify and dispuss risks (other than crime) that 
^ ' entrepreneut's face. >^ 

3. Explain why entrepreneurs need to develop ja protection plan 
for their business. ^ * 

A. Identify two major strategies that entrepreneurs can use to 
protect theniselves against Ibsses from risks. * 
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Unit 18 
Level 1 



MODEL ASSESSMENT RESPONSES 



!• The most comiyion crimes thalt an entrepreneur faces include shoplifting, bad checks, employee 
theft, vendor theft, robbery ,^d burglary, ^ ^ ^ ' ^ 



2, Entrepreneurs face losses from changing economic conditions as well as Changing competitive . 
environments. Losses can also result from fire, other natural disasters, bad debt losses, personal 
injury, and produc,t liability, 

3, Lack of a protection plan can contribute to the failure ofa^usiness. Without such a plan, an 
^ "entrepreneur could lose all she or he built over thQ years. Business losses can be minimized 

• with an^effective business protection plan. 

4, To protect against losses, an entrepreneur can t)ractice sound business management techniques 
^Supplemented by an adequate insurance program. 



— -J 
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SELECTED CURRICULUM 
RESOURCES 'i 



Note to Instructor* 

See extensive resource lists in the PACE (Revised) Resource Guide, 
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\ SELECTED CURRICULUM RESOURCES " 

American Association of Community and Junior Colleges. Four Modules in Small Businessi^udent 
Guidebook, Washington, DC: American Association of Community and Junior Colleges. / 

The American Enterprise Series. Austin, TX: Center for Occupational Curriculum Development, 
The Um^ersity of Texas at Austin, 1976. - ^ , 

American Institutes for Research. Preparing for Curriculum Chtingi, Vocational Educatior^ Curricu- 
lum Specialist (VECS) Series, no. 15. Palo Alto, CA: American Institutes for Research, 1981. 

American Institutes for Research in the Behavioral Sciences. Enirepreneurship Training Compo- 
nents. Mkdison: Wisconsin ¥ocational Studies Center, 1980. r - 

A Handbook on Utilization for the Entrepreneurship Training Components for Vocational 
. ' Education. 

- Getting Down to Business: What's It All About? Module 1. ^ * 
Getting Down to Business: What's It All About? Module 1. Teacher Guide. 
Getting Down to Biisine^f Tree Service . Module 3. 

"Getting Down to Business: Garden Center, ModuleJ^^ ' ^ » ' 

Getting Down to Business: Fertilizer and^Pestioidef Se^rvice. Module 5. v. 
Getting Down to Business: Dairy Farming. Module 6. . . 

Getting Down to Business: Bicycle Store. Module 10. 
Getting Down to Business: Flower and Plant Store. Module 11. ^ 
Getting Down to Business: Innkeepitig^ Module 13. . " '] 

Getting Down to Business: Nursing Service. Module 14. - 
Getting Down to Busings: Wheelchair Transportation Service. Module 15- ^ 
Getting Down to Busine^: Health Spa. Module 16. 

Getting Down to Business: Housecleaning Service. Module 24. v 
Getting Down to Business: Sewing ^rvice. Module 2fe. 
Getting Down to Business: Home Attendant Service. Module 26. 
Getting Down to Business: Guard Service. Module 27. 
Getting Down to Business: Pest Control. Module 28. 
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(Entrepreneurship Training Components continued) 

^ Getting Doivn to Business: Energy Specialist. Alodule 29. 

Getting Down to Business: Auto Repair Shop. Module 31. 

Getting Down ta Business: Welder. Module 32. 

Getting Down to Business: Construction Electrician. Module 33. 

Getting Down to Business: Plumbing Business. Module 35. 

Getting Down to Business: Air Conditioning and Heating Sendee. Module 36! 

Arizona State University. Preparing for Entrepreneurship. Phoenix; Arizona Department of Educa- 
tion, Research Coordinating Unit,' 1979. « 

Arkansas Department of Education. iSr?fa// Business Ownership Management Entrepreneurship. 
Fayetteville: University of Arkansas, 1978. 

Athena Corporation, Minding Your Own Small Business. Bethesda,.MD: Athena Corporation, 
June 19^76. ^ ' ^ " ^ 

Broadnax, Reginald; Emergy, Ervin A., Jr.; Shell, Vicki; and Turner, Betty H. Development and 
^ Validation of Competency Based Instructional Systems for Adult, Post Secondary, Special 
' Needs and Entrepreneurship^ via the E>ECC System. Columbus: Interstate Distributive Edu- 
^ cation Curriculum Consortium, The Ohio State University, March 1979. ^ 

CRC Education and Human Development, Inc. Small Business Management and Ownership: Mind- 
ing Your Own Small Business, An Introductory Curriculum for Small Business Management. 
Vol. 1. Washington, DC: ^U.S. Government Printing Office, 1979. ' 

CRC Education and Human Development, Inc. Small Business Management and Ownership: Some- ' 
thing Ventured, Something Gained, An Advance Curriculum for Small Business Management. 
Vol. 2. Washington, DC: U.S. Government Printing Office, 1979. 

CRC Education and Human Development, Ine. Small Business Management and Ownership: Loca- 
^tion' Decisions, A SimM^^t ion. Vol. 3. Washington,. DC: U.S. Government Printipg Office,' 1979. 

, ■ * ^ ' ' 5> , . - 

CRC Education and rfuman Development, Inc. SmallBusiness Management and Ownership: Mini" 
Problem in Entrepreneurship, ^mall Bjisiness Management. Vol. 4. Washington, DC: U.S. 
Government Printing Office, 197£ 



Designing a Marketing Plan for Small Business Management. Columbus: Vocational Instructional 
Materials Laboratory, The Ohio State University, 1982. ' 

Doin' Business, (includes dide/tape pr&tnfeltion| Austin, TX: Center for Occupational Curriculum 
D^(?lopment,'The University of Texas.at Austin. . 
> • ^ ^ . ' , ^ ^ ) 

Economics and Marketing Learning Activities Packages (LAPs). Columbus: Interstate Distributive 
Education Curriculum Consortium (DECC), The Ohio State University. 
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The Economics of Free Enterprise. Reston, VA: National Distributive Education Clubs of America 
(DECA), DE€A Related Materials. 

Estimating Sales and Profits by Pass or Department . Columbus: Vocational Instructional Materials 
Laboratory, The Ohio State'University, 1982. 

Fergi Builds a Business Series ( f ilmstrip cassettes) : If the Fergi Fits, Wear It; Fergi Goes, Inc, ; Fergi ' 
Diversifies; Fergi Meets the Challenge, Burbank, CA: Walt Disney Educational Media Co. 

Greenwood, K.M. Apparel Shop Entrepreneurship (ASE)y Instructional Materials. Stillwater, OK: 
State Department for Vocational-Technical Education, Cuwculum Development Center, 1979. 

Holt, Nancy. Small Business Management and Ownership: Vol. i, Minding Your Own Small Busi- 
nesSy An Introductory Curriculum for Small Business Management. Washington^DC: U.S. 
Government Printing Office, 1979. ^ 

Koltf^Nancy. Small Business Management and Ownership: 'Vol. 2, Something Ventured^ Something ^ 
Gainedy An Advanced Curriculum for Small Business Management. Washington, DC: U.S. . 
Government Printing Office, 1979. 

Hutt, R.W. Creating a New Enterprise. No. D50. Cincinnati, OH: South-Western Publishing, 1981. * * 

The Interstate Distributive Education Curricula Consortium (pDECC). Economics and Marketing. 
Columbus: The Interstate Distributive Education Curricula Consortium, The Ohio State Uni- 
versity, 1979. 

The Interstate Distributive Education Curricula Consortium (IDECC). Human Relations. Columbus: 
The Interstate Distributive Education Curricula Consortium, The Ohio State University, 1980. 

Koeniniery^J.G., and Hephn, T. Jeffrey's Department Store: A Retail Simulation. New York: Gregg ^ 
Division, McGraw-Hill Book Company, n.d. 

Kuebbeler, Gary L. Going into Business for Your^lf. Columbus: Ohio Distributive Education Mate- 
rials Lab., The Ohio State University. » 

Liles, P.R. New Business Ventures and the Entrepreneur. Homewood: Richard D. Irwin, Inc*, 1974. 

Lucas, S.R. Financial Management. (Transparencies) Austin, TX: Cer^ter .for Occupational Curricu- 
lum Development, University of Texas at Austin. ^ - ^ 

McFarlane, Carolyn. Entrepreneurship Training Component. Madison: Wisconsin Vocational Studies 
^ Center, University of Wisconsin. ' ^ 

Michigan Marketing and Distributive Education Curriculum Committee. The School Store . , . Afdfe- 
mgAlVorfe. The University of Michigan, 1980. * ^ 

The National Center for Research in Vocational Education. Entrepreneurship Package. Columbus: 
The National Center for Research in Vocational Education, The Ohio State University, 1978. 

The National Center for Research in Vocational Education. PAC^A Program for Acquiring Com- 
petence in Entrepreneurship. Columbus: The National Center for Research in Vocational Edu- 
cation, The Ohio State University, 1979. ^ ' ^ 
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Nelson, Robert E. "An Innovative SBI Program for Community College Instructors." Journal of 
Small Business Management 14, no. 2 (1976): 27-30. 

New Entrepreneur. Careers for Now Series^ New York: ACI, n.d. 

Ohio Adult Distributive Education. Small Business Advertising. Columbus: Ohio Distributive Edu- 
cation Materials Lab., TJie Ohio State University, 1976. 

Pricing. Columbus: Vocational Instructional Materials Laboratory, The Ohio State University, 1982. 

Reece, Barry. Achieving Success in Small Business: A Competency-Based Educational Program for 
Persons Interested in Small Business Ownership. Madison: Wisconsin Vocatiqnal Studies Cen- 
ter, University of Wisconsin. o ' 

Reece, B.L., and Lynch, R.L. Developing Cornpetency Based Individualized Instruction Modules for 
Owner Managers of Small Business Firms. Project Abstract. Washington, DC: U.S. Office of 
Education, Bureau of Occupational and Adult Education, 1977. 

Short Term Financing. Columbus: Vocational Instructional Materials Laboratory, The Ohio State 
University, 1982. ' ^ 

• * 

Shuchat, Jo, and Otto, Judith. Small Business Management and Ownership': Vol. 5, Location Deci- 
sionsy A Simulation. Washington, DC: U.S. Government Printing Office, 1979. 

Shuchat, Jo. Smflll Business Management and Ownership: Vol. 4, Mini-Problems in Entrepreneur- 
ship. Small Business Management. Washington, DC: U.S. Government Printing Office, 1979. 

S'human, J.C., and Hornady, J.A. "Experiential Learning in ^ Entrepreneurship Course.'' Proceed- 
ings. New Orleans:^ Academy of Management, 1975. ^ 

The State Education Department, Bureau of Continuing Education Curriculum Develdpment. Small 
' Business Management Adult Course Outline. The University of the State of New York, Albany, 
. 1968. • . 

Th^ State Education Department, Bureau of Continuing Education Cuniculum Development. Small 
Business Management Part I. The University of the State of New York, Albany, 19^8. 

The State Education Department^ Bureau of Continuing Education Cuniculum Development. Small 
Business Management Birt II. The University of the State of New York, Albany, 1976. 

. r , ^ . ' - ^ * • 

To the Top—An Economic Board Game. Columbus: Instructional Materials Laboratory, The Ohio . 
State University. / ^ ' . * . 

Training Research%nd Development Station, Department of Manpower and Immigration^. Small 
Business Management. 3d ed." Saskatchewan NewStart, Prince Albert, Saskatchewan, Canada, 
1973. ' 

University of Western Illinois. Entrepreneurship Education: Applying the Skills. Macomb: Curricu- 
lum Publ^^ibn Clearinghouse, 1980. ' 
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University of Western Illinois. Entrepreneurship Education: Learning the Skills. Macomb: Curricu- 
luni Publication Clearinghouse, 1980. 

University of Western Illinois. Entrepreneurship Education: Supplementary Readings. Macomb: 
Curriculum Publication Clearinghouse, 1980. 

♦ 

Virginia Polytechnical Institute and State Uiuversity. Achieving Success in Small Business: A 

Competency-Based Educational Program for Persons Interested in Small Busintss Ownership, 
Madison: Wisconsin Vocational Studies Center, 1977. 

'Winter, G. Resource Guide for Entrepreneurial Training, Albany, NY: SUNY, Two Year College 
Development Center, 1979. 

♦ 

Winter, G. Small Business Training Community Needs Assessment Guide, Albany, NY: SUNY, Two 
Year College Development Center, 1979. 



Winter, GeneM., and Fadale, LaVerna M, Sourcebook for Improving Postsecondary Self-Employment 
Programs. Albany, NY: SUNY, Two Year College Development Center, 1979. 
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PACE 



LeveM 



Unit 1. Understanding the Nature of Small Business 

Unit2. Deterrftinfng Your Potential as an Entrepreneur 

Units. Developing^the business Plan 

-Unit4. .OjDtaining Technical Assistance - 

Units. Chpoiing the Type of Ownership 

Unite. Planning the^^arketing Strategy 

\Jn\\7. L<5cating tt^'Business 

Units. Financing the Business 

Unit9. Dealing with Legal Issues 



0 



Un 
Un 
Un 
Un 
Un 
Un 
Un 
Un 
Un 



1 10. Complying with Government Regulations 

t il. Managing the Business 

t12.' Managing^Hum^ Resources 

1 13. Promoting the Business 

1 14. Managing Sales Efforts 

t15. Keeping the Business^RecordS 



it 16. • Managing the Finances 
it lY. Managing Custbmer Credit and Collections 
it 18. Protecting the Business • - 
Resource Guide 
Instructors* Guide 

Units on the above entrepreneurship topics are available at the following three levels: 

Level 1 helps you understand the creation and operation of a business 

• Level 2 prepares you to plan for a business in your filture 

• Level 3 guides you in startihg and managing your own business 
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PURCHASE OPTIOliTs for P^CE (Revised) 



^Complete Set (Instructors' Guides, 
18 Modules for three 
levels, ^nd Resource 
Guide) 



Specify Order Nom^r 



RD 240 



Price 



Sl2Q.00/set 



\ 



Sets by Leveis«(lnstructors' Guide, 
18 Modules, and 
Resource Guide) 



Level 1 



. R 0 240' A 



Level 2 



RD 240 B 



Leve^ 3 



RD 240 C 



45.00/level 



Individual Items 

' Instructors' Guide 
Resource Guide 
Module Sets 



RD 240AA RD 240 BA RD 240 CA 14.50/ea. 
RD 240 D (sanne for all levels) 7.95/ea. 
RD240 AB RD 240 BB RD 240 OB 35.00/set 



Complete listmg of module titles and order numbers shown on opposite page. 



ORDERING INSTRUCTIONS 



To order addifional copies, please uie order num- 
ber and title. Orders of $10.00 or less should be 
prepaid*. Make remittance payable to the National 
Center for Research in Vocational Education. Mail 
order to: 

The National Center for Research 
In Vocational Education 
o National Center Publications. Box F , 
1960 Kenny Road • 
Columbus, Ohio^ 43210 

Prices listed are in effect at the time of pul)licd' 
tion of thi^ book. All prices include postage and 
handling. Prices are subject to change without 
notice. , 



Quantity Discounts. 

Order$.of five (5) or more itenns, as listed by 
publication number and title, with a total dollar 
value for the order of:' 

$ 50 to $100, the discount is 5% 
$101 to $200, the discount is 10% 
' $201 to $300, the discount is 15% 
^ $301 to $400, the discount is 20% 
$401 and above, the discount is 25% 

International Orders 

'All orders, in any amount, fronn outside the 
United States and its possessions are to be paid in 
U.S. currency. Additional postage and handling 
charges nnay be acJded for foreign shipments if 
necessary. 
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PRICE 


' iKini\/i ni 1 A 1 ft/ir^niitcc 

INUI V tUUAL iViUlJ ULco ~* ^ 






^^v. 2.50 each 




1 0 oraer iviouuies 
Level 1 


To order Modules 
Level 2 


To order Modules 
Level 3 


t 

Unit 1. Understanding the rjature of jSmall Business 


• RD 240 AB 1 


RD 240BB 1 


RD 240 CB 1. 


Unit 2. Deternnining Yoi/r Potential a$ an E ntrepreneur 


RD 240 AB 2 


RD 240 BB 2 


RD240CB 2 


Unit 3. Developing the Business Plan 

/ 

s 

Unit 4. Obtaining Technical Assistance 


' RD 240AB3 


RD 240BB3 * 


RD 240 CB 3 


RD 240AB4 , 


RD 240 BB 4 


RD 240 CB 4 


Unit 5. Choosing the type of Ownership 


RD 240 AB 5 


RD 2'40BB 5 


RD 240 CB 5 


Unit 6. Planning the Marketing Strategy 


RD 240 AB 6 


RD 240 BB 6 ' 


RD 240 CB 6 


Unit 7. Locating the Business 


RD 240 AB 7 


RD 240 BB 7 


•RD 240 CB 7 


Unit 8. Financing the Business 


'RD 240AB8 


RD 240 BBS 


. RD 240Cb'8 


Unit ' B, Dealing with Legal Issues 


RD 240 AB 9 


RD 240 PB 9 


RD 240 CB 9 


Umt„10. Complying with Qoyernment Regalations 


RD 240 ABNO 


. RD'240BB 10 


.RD 240 CB 10 


Unit 11. Managing the Business 


RD 240^AB 11 


RD 240,BB 11 


RD 240 CB 11 


Unit 12. Managing Human Resources 


RD 240 AB 12 


. RD 240 BB 12 


RD 240 CB 12 


Unit 13. Promoting the Business 


^ RD 240 AB 13 


^ ' ft 
. *RD 240 BB 13^ 


RD240CB 19 
*RD240Cai4 


Unit 14. Managing Sates Efforts 


RD 240 A&14 ' 


/ Rb 240 BB,14 J 


Unit 15. Keeping the Business Records * 


RD 240 AB ' 


'\ RD 240 BB 15 ' 


RD240CB 15 


Unit 16. Managing the Finances 


RD ^40'AB le/ 


RD 240BB 16 


PD240CB 16 


Unit 17. Managing Customer tredit and Collections 


RD 240 AB 17 ' 


RD 240 BB 17 


RD 240 CB 17 


Unit 18. Protecting the Business 


RD 240AB18 • 


RD 240 BB 18 


RD 240 CB 18 


Priced include postage and handling. 
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